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PREFACE. 


* 
од 
и “[ demand for efficient typists in India is increasing day by day. Ап up-to- 
р | date book on the subject of typewriting to suit Indian conditions is 
НЕВЕ W therefore an absolute necessity. The aim of the author is to prepare 
Rm, a vade-mecum useful to pupils of commercial institutes and to exami- 
nation-going candidates and also to provide a suitable desk companion 
to every typist or clerk doing typewriting work in an office or mercantile 
house. Some of the special features of the book are enumerated below: 


1. The system of “touch typewriting" has been given due attention and special 
rhythm exercises have been introduced. A “Touch Typewriting” Chart indicating the 
correct method of fingering is also provided. 


2. The exercises are graded and the gradation is so natural and progressive, that 
even in the absence of a teacher the learner can, with ordinary care, learn the subject 
and acquire proficiency. 


8. The theoretical instruction is comprehensive. The questions given at the end | 
of each chapter to test the progress of students will also be found useful. 


4. Adequate instructions for the preparation for examinations and for the answer- 
ing of the examination paper have been given. 


5. In the selection of questions, care. has been taken to include those set for 
the Madras S. S. L. С. and the Lower: and the Higher Grade Typewriting examinations 
in recent years. 


6. Lessons on the mechanism of some of the standard typewriters largely in use 
in public offices and firms are added so that the pupil may acquaint himself with their 
mechanism for examination purposes and with -a view tó remedy the common and simple 
defects that may manifest themselves in the practical working of the machines. 


7. To lend a variety to the treatment, great care has been taken to append 
lithographed MSS. containing passages, official and business letters, tabular statements, 
Government Orders, legal documents, advertisements, displays, etc., some of which have been 
selected from the recent Government Examination papers. 


8. In the compilation of this book the author has taken pains to gather materials 
from various sources and consulted co-workers in the field and he acknowledges his indebted- 
ness for all the suggestions and inspiration he has received in this direction. 


9. In presenting this volume to the student. population and other members of the 
public, the author hopes that it will be found useful and that it will serve the purpose 
for which it is intended. Suggestions for the improvement of the book will be gratefully 
received. 
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SUGGESTIONS FOR TEACHERS. 


The author has reason to think that though a great improvement has taken place in 
recent years in the art of te.ching Typewriting, there is yet scope for considerable improve- 
ment and that suitable tert-books play an important part in raising the general standard of 
efficiency attained by students. It is necessary to impress in the .minds of would-be typists · 
the importance of accuracy, neatness and quickness. The author would draw the attention of 
teachers of typewriting to following suggestions also:— 


1. Before a pupil is allowed to practise on the machine, he should be given a thorough 
training on fingering, if possible on a dummy keyLoard. Не should then be taken to the 
machine, and all the preliminary instructions regarding the insertion and adjustment of paper, 
adjustment of marginal stops and line spacing, returning the carriage, the method of striking 
the keys, etc. should be thoroughly taught. 


2. The teacher should insist on his pupils practising upon properly prescribed lines, viz., 
— — (1) a close study of hand position and finger movement, (2) a permanently controlled rate of 
— operation and (3) steady practice in progressive stages. There is a tendency on the part of 
every beginner to look at the keyboard while operating. The teacher should therefore cons- 
tantly watch the pupils while at work, and see that their eyes are always kept on the matter 
that is being copied. Іп the earlier stages, the student may be allowed to locate the position 
‹ f the keys Бу referring to the keyboard diagram, which may be placed alongside the exercises. 
$ In order to overcome the temptation of the student to look аф the keyboard and locate the keys 
by sight, the keyboard should be covered by means of a metal shield which is supplied by most 
‘typewriter companies to suit their own particular machine. Another device is the employment 
Of opaque key caps by which the keys are converted into blanks. 


_ 3. Another important consideration is the rhythm. Rhythm in typewriting is the regu- 
rity of beat. The chief point is to allow sufficient time between each stroke during the learn- 
g stage. The student should be made to strike each key at а slow rate, and should not be 
owed to go faster until the whole keyboard is mastered by the “touch” method. The secret 
of accuracy lies in thorough and conscientious keyboard practice; and this can be done only by 
initial practice. The more the time spent on this method of practice, and the more the 
tion that is made of the correct movement of fingers, the more certain are the results 
ed. 


— 4. The student should on no account be allowed to write beyond the controlled speed 
which perfect accuracy can be maintained. When the stage at which the student is able to 
ithout hesitation or error is reached, the student will make natural progress so far as 
concerned, 


‚ Every piece of work done by the student should be examined and scrupulously corrected 
teacher and the errors pointed out to the student. The student should be asked to go 
same exercises until he is able to produce a perfectly clean copy. The student 
‘of his own accord, be able to recognise his own mistakes in typing and should 


SUGGESTIONS FOR TEACHERS. 


6. It is not enough if only a clean copy of the matter to be typed is produced by the pupil. 
The matter may be free from any errors too, but the work judged as:& whole might not produce 
any good impression from the artistic point of view. The student should be trained to culti- 
vate this side of a typist’s work and the teacher should ‘point out how the artistic beauty of the 
typed matter could be preserved only by paying special attention to the rules of centering, 
punctuation, judicious spacing, adjustment of top and side margins in typing, general setting 
out, and above all, scrupulous cleanliness in handling the paper and other materials. 


4 


7. Teachers of typewriting should also realise that good work cannot be turned out with 
bad tools and materials. The machines supplied for practice or for examination purposes 
should be in perfect working order and temper. ‘Tables and chairs of suitable and regulation 
height should be supplied so that the students have no physical handicaps. If possible, copy 
holders should be made available for use by the pupils. Exercises should be typed out and 
pasted on straw boards cut to proper size so as to form charts for observation and practice. 
Тһе student should compare his performance with the specimens put on the boards and realise 
his defects. 


Above all, the teacher of typewriting should be able to infuse а large amount of 
enthusiasm in his pupils and encourage them in all ways so that the pupils may go about their 
work either in the examination hall or in an office with а large measure of confidence. 


хі 
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PRELIMINARY INSTRUCTIONS. 


The following preliminary instructions should Бе studied very carefully by the student, 


The essentials of good typewriting are accuracy, neatness, and speed. In order to at- 
tain the best possible results in regard to these, the student must learn the scientific method of 
«touch? typewriting, which is the latest and practical method of operating the keyboard. 


“Touch Method” means mentally locating the position of the keys and associating each . 
finger with the particular key on which it has to work without the operator looking at the key- 
board. The same keys are always worked by the same fingers. The student must remember 
that the work of the eyes is that of reading the “сору” and the work of the fingers that of 
manipulating the keys. By the “touch” method the mental and physical . effort required to 
manipulate the machine is reduced to a minimum: as the attention of the eyes is always directed 
to one work viz, reading the copy, and that of the fingers to manipulating the keys, thus 
making it possible to attain high speed with perfect accuracy. On the other hand, by the old 
“sight” method sometimes deteriorating into ‘“one-finger”” method, this is not possible, as 
the attention has constantly to be diverted from the copy to the keyboard and vice versa. 


The Machine and the Operator's attitude.—The machine should be placed оп-а table about 

96 inches high, and should overhang the table by one inch. The typist’s chair should be 

rigid and about 18 inches high. The operator should sit erect before the machine, but not too 

Тат from it, keeping his eyes fixed on the exercise. Тһе body must be kept upright and the 
feet placed squarely on the floor under the table. 


Touch.—Attention must be paid to the correct degree of touch. А perfect touch consists 
~ instriking the keys with uniform rapidity and with just that degree of force which secures 
a Clean, sharp impression. Тһе punctuation marks require a lighter depression than that given 
— to other characters. A heavy touch gives a thick and clumsy impression, and over-strains 
the machine. On the other hand, it should not be very light, for the impressions may be in- 
distinct, sometimes leaving a blank space without any imprint on the paper. It should 
- therefore be light, elastic and staccato, and the fingers should rebound with the keys. 


is Rhythm.—The student should aim at the attainment of reguarly-timed manipulation, i. e. - 
‚_ the successive strokes on the keys should fall with such regularity as to satisfy the ear. Other- 
— Wise, irregular letter-spacing or over-lapping of letters and wide gaps between them will result, 
_ which will disfigure the performance. The student should not type beyond the rate at which 
he can type correctly. 
m Backing Sheet. — In order to avoid damage to the cylinder through hard driving, & 
3 rly stout paper, say 12 Ib. foolscap sheet, may be used as backing sheet. А heavy rule may 
be rawn on the backing sheet at the bottom in order to indicate when the bottom of the 
sh t is approaching, | : 
Е ; , Diagram of Keyboard.—Till the keyboard is mastered, the diagram of the keyboard: 
indicating the correct method of fingering by numbers and difference in the shading, supplied 
th this book should be placed alongside the exereises in order to locate the position of 
штей key without looking at the keyboard. 5 
ors.—After finishing each exercise the student should look carefull 1 
AES y through his type 
rk all the mistakes. He should then note why those mistakes ar made and 
Yeu their repetition. Incorrect work should be re-typed until perfect copies 


REMINGTON TYPEWRITER. 


Left Shift Key. ~ ° - 2 16. 


1. Paper Table. 

2. Shift Lock Key. Ey 11. Cylinder. 

З. Back Space Key. ` 18. Tabulator Stop Scale. 

4. Ribbon Position Indicator. ў 19. Feed Roll Release Lever. 
5. Stencil Lever. 9% 20. Paper Bail Release. 

6. Left Marginal Stop. 21. Paper Bail Lock Release. 
T. Line Space and Carriage Return Lever. 92. Right Thumb Wheel. 

8. Left Carriage Release Key. 98. Ribbon Spool Crank 

9. Left Thumb Wheel. 94, Right Carriage Release Key. 
10. Line Space Gauge. 95. Right Marginal Stop. 
ll. Paper Side Guide. 26. Marginal Stop-bar. 
19. Scale Indicator. 27, Ribbon Spool-door Knob. 


28. Marginal Release Lever: 
29. Tabulator Key. 
30. Right Shift Key. 


13. Line Gauge. 
14. Type Guide. 
15. Paper Bails. 


81. Space-lar. 


PLATE 1. 


CC-0. Jangamwadi Math Collection. Digitized by eGangotri 


UNDERWOOD TYPEWRITER. 


. Back Space Key. 5. Right Paper Clamp. 

. Line Lock Release. . Paper Release Lever. 

. Line Space Lever. . Right Cylinder knob. 

. Left Marginal Stop. : Right Carriage Release Lever. 
Front Scale. . Right Marginal Stop. 

. Left Paper Clamp. : Ribbon Crank. 

. Line Space Adjusting Lever. . Ribbon Spool Ratchet Wheel. 
. Carriage Pointer. . Ribbon Colour Shift Lever. 

. Paper Side Guide. . Tabular Key. 

. Type Guide. . Shift Lock. 

. Cylinder. . Right Shift key. 

. Paper Table. . Card-holders. 

. Cylinder Scale. (Line Gauge) . Space Bar. 

. Thumb Piece. . Left Shift Key. 


© Qo ч C» Ov i оғ 


PLATE 2. 
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ROYAL TYPEWRITER. 


l. Left Paper Guide. 16. Automatic Instantaneous Touch Control 
2. Paper Guide Scale. ІП. Tabular Key. [Scale 
8. Paper Bail Rollers. 18. Right Shift Key. 
4. Card Guides. 19. Space Bar. 
5. Cylinder. 20. Key Levers Assembled. 
6. Overhead Paper Bail Scale. 21. Left Shift Key. 
7. Paper Bail Lift Lever. 22. Shift Lock Key. 
8. Paper Release Lever. 23. Back Space Key. 
9. Right Carriage Release Lever. 94. Riblon Hand Reverse Lever. 
10. Right Cylinder Knob. 95. Riblon Feed Reverse Lever. 
11. Front Scale. 96. Left Ribbon Spool Cup Cover. 
19. Right Ribbon Spool Cup Push Button. 97. Line Space and Carriage Return Lever. 
13. Decimal Tabulator Keys. 98. Left Thumb Wheel. 
14. Colour Change and stencil Lever. 29. Left Carriage Release Key. 
15. Margin Release Key. 30. Line Space Adjusting Handle. 


31. Line Space Disengaging Lever. 
PLATE 3. 
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RONEO DUPLICATOR. © 


. PLATE 4. 
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MODERN TYPEWRITING. 


|. CHAPTERIL | т 
THE TYPEWRITER. | 


s order that а student may become familiar with the typewriter, and understand. 
di use.of its various parts, the following instructions are gen and the beginner is advised — 
` to master each lesson before commending the exercises:— 


The TYPEWRITER is so called because 16 produces characters resembling hee of E = 
ordinary printed matter. 


Before one lear ns to орасан the typewriter, one should first learn to insert the paper: 
in the machine. 


Insertion of Paper. 


. Take a sheet of paper (upside down, and with the writing side away from you) in 
left-hand, rest the paper between the platen and the paper table in proper position to 
under the guides, and with the right-hand turn the cylinder knob till the paper is seen in fr 

of the cylinder about an inch from the cylinder scale. s 
Adjustment of Paper. | 

If the paper is not fed parallel with the cylinder scale, press forward the paper rel 
lever and adjust the paper. 
Removal of Paper. 

To remove the paper, press the Paper Release Lever and the sheet can be е: 
withdrawn. The paper may also be removed by turning the thumb wheels in ыр шош 
To Set Margins. | | 

`` „ To set a margin, depress the latch and slide the stop along the шше bar LI 1 

pointer comes against the desired number; then release the нь | 

* Paper | Guides. о. 
3m These are adjustable metal arms by ED the edges of the paper | are he 
against the cylinder. They should be set to the required positions betore ‹ commen: ing t 
Warning Bell. | m =e 
` Just six spaces before the end of a line is reached, the bell 2 rings and th thus ives t 
warning to the operator. Immediately on hearing the bell the operato 
word or write а „hyphen and iopo it on the next lins by шады the cx 
. line space lever. | | Su. 


iw. 5 к 
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MODERN TYPEWRITING. 


Line Spacing. 
The machine is constructed for three different widths of line spacing. This is regulated 


by the line space gauge, and it should be adjusted for the required width before commencing 
to work. 


The Ribbon Movement. 


The impressions on the paper are produced by the types striking through the inked 
ribbon. The ribbon is carried on two spools and it transports automatically from one Space to 
the next, so that the type strikes a fresh spot on the ribbon with every blow and this accounts 
for the perfect writing. When the whole length of the ribbon has run on to one spool, the ribbon 
reverses automatically and runs from the full spool, to the empty one. The ribbon may 
however be reversed at any point by pushing in or drawing out the ribbon reversing handle. 


Care of the Machine. 


5. 2 The life of the machine depends upon the way in which it is used. The beginner 


7 Ex TOME ГІ $ 
| Questions. 
Е 


E 


. What is meant by the “ touch " method of Typewriting? Name some advantages 
of this method over other methods. 

. What is meant by “rhythm” in typewriting ? 

. What should be the position of the operator when seated at the machine? 

What advantage is gained by the use of backing sheet ? 

- Describe how the paper is inserted into the machine ? 

. Why is the typist advised to consider accuracy before speed ? 


В — THE KEYBOARD. 


C^ сл جب‎ Co о 


— — The front part of the machine where all the character keys are situated is called the 
‘Keyboard. | 


Arrangement of the Keyboard, 


5 _ The arrangement of the keys on the Keyboard is perplexing to the beginner, who is apt 
wonder why they are not set in alphabetical order. The arrangement adopted in all makes 
is, however, quite scientific and has given rise to what is called the “ Universal 


5 ) b a q”. That the arrangement is not in alphabetical order is due to the following reasons:— | 


d 0) ‘There эте по words in the English language whero the letters composing them are 
_. ішіне alphabetical order. | 
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THE KEYBOARD. 


(2) All the letters of the alphabet do not occur at uniform rate in English language ; 
some occur very frequently апа some rarely. 


(8) There is a great diversity in the length and thickness of fingers as well as their 
relative strength. 


(4) Balanced work is essential in order to avoid the over-straining of the hand or any 
one particular finger. 


Hence, the Keyboard is so arranged as to give more work to the fingers that are strong 
enough to withstand the strain, and less work to the more delicate ones. The vowels and 
other frequently occurring characters are placed in the centre of the Keyboard to be manipulated 
by the index fingers which are comparatively stronger than others. The punctuation signs are 
placed in the end to be touched by the delicate little finger. Оп the whole, this arrangement 
of keys brings about a fairly regular alternate motion of the hands to be maintained in 
addition to giving the greatest possible speed. 


In some typewriters each key is made to represent one character only, and ате known 
as “ complete ” keyboard machines. They have as many аз 82 character keys on the Keyboard. 
Machines of this type are becoming rare. Іп others, each key is made to represent two letters 
(capital and small) or figures and signs, and they are termed “ Single-shift” machines. These 
have 42 character keys which are arranged in four rows on the keyboard. Others, again, 
have two shift keys, and each case represents а small letter, a capital letter, and а figure or 
other sign. These are termed “ Double-Shift" machines. These have only 28 character keys 
arranged in three rows on the keyboard. ««Single-shif&" machines are the most popular and 
are best adapted for the « Touch " system of typewriting. 


METHOD OF FINGERING. 


It is of the utmost importance that all the fingers should be employed, for 16 economises 
energy and is conducive to speed. For this purpose the Keyboard is divided into two halves: 
one for the left and another for the right-hand. These are again sub-divided vertically into 
four sections to be worked by the four fingers of each hand respectively. Hach finger must be 
associated with its own particular keys, and must be used only for the keys allocated to it. 
(Vide diagram of keyboard accompanying the book). 


METHOD OF BEGINNER'S PRACTICE. 


Having mastered the foregoing instructions the student should now commence the typing 
on the machine. : 


Guide Keys and Guide Fingers. 


The row of letters to be practised first is the one commencing with the letter « A” or 
the third row from the top. This row is called the * Guide Row”. The keys AS DE J K L 
and ; in this row are called the Guide Keys, because from their position the typist is able to 
find the relative position of other keys. 
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The little finger of the left-hand must be lightly placed on “А”, and the other fingers 
in order оп 8 D and Е. Place the little finger of the right hand in the same way on semi- 
colon and the others in order on L К and J. There is an extra letter for the first finger of 
each hand, viz., С: and Н. The guide keys are the places on which the four fingers of the left 
and right-hands respectively must rest, except when it is necessary to remove a finger in order 
to strike a key in another row. 


Set the margin regulators at 10 on the left and 75 on the right. Return the carriage 
smoothly at the end of each line after the bell rings. Endeavour to strike the keys at a 
regular pace. Strike the Space Bar, with the right thumb, after each set of letters is so typed. 


EXERCISE 1. 
Type each line FOUR times. 
asdfgf asdfgf asdfgf asdfgf asdfgf asdfgf asdfgf asdfgf asdfgf 
5185853 3;lkjhj ;lkjhj ;lkjhj ;lkjhj ;lkjhj ;lkjhj ;lkjhj ;lkjhj 
asüfgf ;lkjhj asdfgf ;lkjhj asdfgf ;lkjhj asdfgf ;lkjhj asdfgf 
&;sldkfjgfhj a;sldkfjgfhj a;sldkfjgfhj a;sldkfjgfhj a;sldkfjgfhj 
; | EXERCISE 2. 
"Type each word FOUR lines thus — 
has has has has has has has has has has has has has has has has 
has has has has has has has has has has has has has has has has 
has has has has has has has has has has has has has has has has 


has has has has has has has has has has has has has has has has 


a 2 5 
has glad flask 
lass salad 
half slags 
dash ` flags 
flag shall 


EXERCISE 3. 


this exercise contains the words of the “guide row” introducing the letters ё and i 
І rom the top. Note the position of these keys on the keyboard and strike 


от ТШ CETT i 0 cat hae Ө, 


METHOD OF BEGINNERS PRACTICE. 


Type each word FOUR lines — 


1 2 ó 
agile legal jagged 
silks kills dashed 
deeds jaded saddle 
fails hedge fiddle 
glide sighs leases 

EXERCISE 4. 


In this exercise the whole оЁ the letters in the second row are introduced. Keep your 
eyes on the chart and return the fingers to their resting place immediately after striking the keys. 


Type each line FOUR times. 
qwertr qwertr qwertr qwertr qwertr qwertr qwertr qwertr qwertr 
poiuyu poiuyu poiuyu poiuyu poiuyu poiuyu poiuyu poiuyu poiuyu 
qwertr poiuyu qwertr poiuyu qwertr poiuyu qwertr poiuyu qwertr 


aq;pswlodekifrjugftfhjyj &q;pswlodekifrjugftfhjyj 


EXERCISE 5. 
Type each word FOUR lines. 

1 2 ó 4 5 6 
quote party qualify illegal therefore  typewrite 
write order patrols regular proposals telegraph 
eager ideas without quarter addressed preferred 
right urged ordered thought desperate yesterday 
trust yield elapsed speaker regretted approvals 

EXERCISE 6. 


This exercise gives practice on the fourth or bottom row, including the left-hand shift 
key. Strike the comma and full stop with a light touch. The sign * indicates the left-hand 
shift key, which should be struck with the fourth jinger, although of course, no impression will 
be produced on the paper by the mere depression of the Shift Key alone. 
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MODERN TYPEWRITING. 


xZXCVC *xZXCVOC xZXCVC *ZXCVO *ZXOVO *ZKCVC *ZXCVC *ZXCVC *ZXOvOC 


.mnbn .,mnbn .,mnbn .,mnbn .,mnbn .,mnbn .,mnbn .,mnbn .,mnbn 


жахсус .,mnbn xzxcve .,mnbn xzxcvc .,mnbn «zxcvc .,mnbn «х2сус 


abcüefghijklmnopqrstuvwxyz,;. &bcdefghijklmnopqrstuvwxyz,;. 


Type sath word FOUR lines. 


1 
azure 
sixty 
dozen 
amaze 
quizz 


blame 


boxes 


EES | cover 


РЕ volve 


2 
expect 
twenty 
minute 
public 
extent 
inform 
number 
become 


excite 


rd FOUR lines. 


EXERCISE 7. 

ó 4 
victory quantity 
complex quizzing 
licence commence 
examine replying 
welcome vexation 
erasure gracious 
devoted question 
anxiety judgment 
enclose numerous 

EXERCISE 8. 


4 
estate 
pinion 
wasted 


million 


5 
experience 
conveyance 
previously 
excellency 
equivalent 
instrument 
systematic 
opposition 


commercial 


"This exercise provides further practice on the keyboard. Note that in this exercise 
are typed alternately with the left and right hands. 
drill. Let your motto be “Accuracy First”. 


Make this and every exercise 


5 
greater 
minimum 
average 


monopoly 


epe 


METHOD OF BEGINNERS PRACTICE. 


EXERCISE 9. 

Type each line SIX times. 
make the fire burn up, апа you will soon feel warm. 
like true sportsmen they will give the enemy fair play. 
to do а thing voluntarily signifies doing it willingly. 
if we let ап opportunity pass away it may never return. 
at daybreak the sunbeams pour in through the window. 
the haberdasher sells tape and thread, pins and needles. 
this country is fertile, but the climate is not healthy. 
good qualities will always be discovered and appreciated. 
intellectual education tends to produce moral improvement. 
if we сап be of any further service to you, please advise us. 
the schoolmaster can always do good by setting a good example. 


to be great and good, one must know how and when to give. 


THE SHIFT KEYS. 


In addition to- the 42 character keys on the Keyboard, there are two additional keys 
known as “Shift Keys". These eliminate half the number of the Type-bars that would otherwise 
be required in the construction of the machine. The Shift Keys are for the purpose of typing 
capital and other characters. When the carriage is in its normal position and a key is struck 


it is the lower-case letter or character that will be typed. Ву depressing the Shift Key, the | 


Cylinder is made to move upward or forward and the impression of the upper case or other sign 
is received on the paper. The fingering should not be changed for capital letters. » Duplicate 
shift keys are provided for this purpose, and one for each hand. For striking a capital on the 


right side of the keyboard, hold down the shift key firmly with the little finger of the Zaft hand; 


in striking a capital on the left side of the keyboard, hcld down the shift key firmly with the 
little finger of the right-hand. Do not release the shift key until the proper letter has been 
struck and the letter key released. 


When several capitals are required in succession, as in a heading, the shift lock must be 
depressed, which temporarily locks the cylinder for continuous typing of upper case characters. 


EXERCISE 10. 
Type each line SIX times. 


Quick wafting zephyrs vex bold Jim. å 


ERA 
>, 
E 


Frowzy quacks jump, vex and blight. 
= 
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Pack my box with five dozen liquor jugs. 

John quickly extemporizes five woollen Danae 

Xylophone is а musical instrument of wooden bars. 

Call upon Me in the day of trouble: I will deliver thee. 

A.dutiful son likes to carry out his father’s dying wishes. 

By his kindness to-day, he has made amends for past insolence. 
Napoleon went from land to land, fighting and winning battles. 
Every recruit must come up to a certain minimum standard of height. 
We dislike to exchange job lots of sizes varying from a quarter up. 
Probably my oxen will have a dozen loads of gravel just as quickly 


The job required extra pluck and zeal. from every young wage earner 


EXERCISE 11. 
Type each sentence FOUR times. 
Do not speak rudely to any body and never provoke a needless 
quarrel. 


Ask your master politely to explain anything you do not 


understand. 
8 We must often submit to temporary inconvenience for the 
= sake of permanent benefits. 
АЕ: Dexterity in the vocation of typewriting may be &cquired by 
E judicious work and zealous effort. 
с - These people have given themselves no trouble about carry- 


ing out the order of Government. 
The rough business which Hamlet had in hand, was the re- 
ring of his father’s death upon his murderer. 


whole life has been such as to pelie every idle report, 


THE SHIFT KEYS. 


Cork is the bark of the cork-tree which grows in abundance 
in the south of France and in Spain, Portugal, and Italy. 

People who love to serve and oblige others сап find many 
ways of doing it, which selfish unkind people do not think of. 

It is much to be regretted that the American Government, 
having brought the Great War to a conclusion, did not bury the 
hatchet altogether. 

EXERCISE 12. 
Type this exercise FOUR times. 

This period is aptly termed by PROFESSOR DUTT the age of 
RATIONALISM in India. There are numerous works on BUDDHISM, 
philosophical and historical. The writings of PROFESSOR RHYS 
DAVIDS апа BEALS, FAUSHOLL'$ translations of the DHAMMAPADA and 
other PALI scriptures, select works from TRUBNER’S Oriental 
Series, e.g., THE JATAKA TALES of GAUTAMA, and TRAVELS of ҒА HIAN 
ала HIOUEN THSANG, the writings of DR. PAUL CARUS, OLDENBERG, 
ROCKHILL, ST. HILAIRB, and ARNOLD шау be advantageously studied 
for getting a firm grasp of the BUDDHIST philosophy and BUDDHIST 
ETHICS. | 


PUNCTUATION MARKS. 


Strike the punctuation marks very lightly or they will pierce the paper and injure the 
cylinder. The backing sheet is of very great use in protecting the cylinder through hard driving. 


Note the following rules of spacing after punctuation marks: = 
1. Make one space after comma, or an abbreviation. — = EC 


9. Make two spaces after colon, semi-colon, exclamation and interrogation mark when 
occurring in a sentence. 


3. Make three spaces at the end of every sentence, whether completed by full-stop, 
exclamation mark or interrogation mark. y C е 


елу. * 
э tr 


4. Begin each paragraph five spaces from the margin. 
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5. Strike the hyphen and thé period with the little finger of the right-hand 
6. Tbe space bar should not be struck — 


(a) before or after comma in figure work. 
(b) before or after hyphen in compound words, and apostrophe. 


(с) iS. ne letters indicating acadamical or other degrees, e. g., B.A., LL.B., 


(d) between abbreviations, such as f.o.r. c.i.f. 10-30 А.М. 


EXERCISE 13. 
Type this exercise FOUR times. 


“Т,” said Howard, firmly, «and I'll do more than contradict you; I'll prove that you 
are mistaken. Oliver, bring your book to me." 


« Oliver, stir at your peril,” cried Holloway, clenching his fist with a menacing 
gesture; “ nobody shall give any help tomy fag but myself, Sir, ” added he to Howard. 


«Т am not going to help him, I am only going to prove to him that he may do it 
without your help," said Howard. 


The little boy sprang forward at these words for his book, but his tormentor caught hold 
of him, and pulling him back, said, «He's my fag! do you recollect that, sir ? — he's my fag.” 
“Жар or по fag, ” cried Howard, “ you shall not make a slave of him. ” 


«T will І shall," cried Holloway, worked up to the height of tyrannical fury; “I will 
make a slave of him if I choose it — a negro slave, if I please |” 


At the sound of “ negro slave," the little Creole burst into tears; Howard sprang 
forward to free him from his tyrant’s grasp; Holloway struck Howard « furious blow, which 
` made him stagger and fall backwards. 


EXERCISE 14. 


Type this exetcise FOUR times. 


“ All the better for us to have done what we did. Things aren't so smooth with Uncle 
Sam just now, that we can afford to let any of our nationals be concerned in breaking his toys 

22 with high explosives .” 
5 z > « Ah," broke in the other sharply. “ There's the bit of it that does worry me. We 
Е ought to have got the men. 2 


«Тівп% even certain there was a man. V i 
le. You see, she was burried at sea; almost impossible to sheet anyth 


The reward? I grant you. But that's just 


En ing home.” 
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« Why, God bless you, man, we know he came from the Reds; we — 7 

« Two and two don’t make four in this business. "They've to make five or nothing’. 

« Some one went over the cabin, of course ?” 

« First thing, at Balboa. Nothing suspicious. ‘They left it just as it was; never stirred 
a scrap of paper. or a hairpin. ” 

“ Ah.” 


There was a long pause. Rod’s heart beat flutteringly. Some sixth sense was at 
work, warning — waking fear. No, it wasn’t possible. Why should they — 
The elder man was speaking : 


« Well, I’m inclined to. No use troubling any one. I have my keys, What about it?" 
“ Now ?" 


« Now. Опев enough. You can go and hang about the main allyeway till I come. ” 
EXERCISE 15. 
Typewrite the following properly punctuating and paragraphing where necessary:— 


Oh my most faithful John cried the king pardon pardon Set him free. But John had 
fallen down a stone statue. The king grieved bitterly and ordered the stone figure to be taken 
to his room. Some years after when his two little sons were playing beside him the king 
glanced at the statue and sighed: Оһ that I could bring you back to life my faithfull John To 
his surprise the statue answered You can O king if you will give up your children. The king 
was greatly shocked but he thought how John had died for his sake, and he said that he would. 
The statue came to life at once saying keep your children, your truth is indeed rewarded. 


EXERCISE 16. 
Typewrite the following properly punctuating and paragraphing and correcting all mis-spellings. 


Everithyng waz quiet stil. They peeped owt alass on the grownd lai the old chinise 
mandarin inn atemting tu folow the runnaways, hi hadd falen doun from the table and had 
broken intu thri peaces oh hou shoking exclaimmed the litle sheperdes poor -old grand father is 
brouken in pieces and wee are the cauze of this dredfull aksident He kann bi put tugether 
арап replied the chimmney-sweep. ІН they glue his back together and put а strong rivet in 


his neck, then he will be as gud as neu again. По you really thinck so she asked and then 
they climed up the table to there old places. 


EXERCISE 17. 
Typewrite the following correctly supplying the omissions. 


It is interest--- t- re--mber f--t Napol---, one of t-- --st famou- of ----ch 
yuler-, would not h--- been a French citi--n by b--th if he had been b--n even a 
year ---lier. Corsica had for long time belon--d to the --public of Genoa. But the 


Corsicans were m--- dis----- fied with the treat---- which they received from Genoa. 
They constantly broke out in --belion again-- the Genoese and at one time the 
Т6Ү0----------- asked the Gov------ t of ---land to go to their aid. 

11 
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FIGURES. 


In working these exercises keep 

your fingers on the guide keys and str 
Шеп а lift of the hand, using a light, quick and firm touch and returning Киш а 
places instantly. По not hurry, but type at a regular pace. Keep your eyes on the nd 
do not look at your work until you have completed an exercise. сору and 


ТІ your machine is not provided with characters l and O » 
one, and capital « O” for the figure nought. use small « 1?” for the figures 


Type this exercise FOUR times. EXERCISE 18. 


12545 67890 12545 67890 12545 67890 12545 67890 12545 67890 12345 
1254567890 1254567890 1254567890 1254567890 1264567890 1254567890 
1254567891011121514151617 18 19 20 50 40 50 60 70 
10 20-50 40 50 60 70 80 90 100 200 500 400 500 600 700 800 900 
1,000 5,000 10, 000 100,000 1,00,000 20,00, 000 50,00,000 90,00,000 
58,456 12,890 34,214 450, 561 541,897 451, 608 1,542,897 5,452,120 
“Ast, 2nd, 3rd, 4th, 5th, 6th, 7th, Sth, 9th, 10th, 12th, 25th, 
13% January, 1955. 22nd March, 1935. 3rd Мау, 1955. Sth April, 1995 
EXERCISE 19. 
Type this exercise FOUR times. 
Born on 28th April, 1882, Dr. S. Rangachari joined the 
05 and was in charge of various бвр 


Medical Department in 19 


tals in the Presidency. He was District Medical and Sanitary 


Officer, Tanjore, from 1911-1915 and of Ganjam in 1916. Then 


he became Civil Surgeon, Maternity Hospital, Madras, in 1919 


: алпа Surgeon, General Hospital, Madras. After 1926 he retired 


= from Government Service and started his famous * ‘Nursing Home’? 


E B which used to be crowded to the full. He was a Public Insti- 


he was fully alive to the implicit tru 
He specialized in the 


55 ion and gt and con- 


ice reposed in him by the public. 


mstitution and not any part thereof. 
12 
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EXERCISE 20. 
Type this exercise FOUR times. 


Very favourable results for the past year are indicated by the dividend and bonus 
announced by the Austin Motor Company. After declaring the fixed 20 per cent. dividend on 
the £750,000 of Preferred Ordinary shares, the directors recommended a dividend of 25 per 
cent. and a bonus of 75 per cent. on the issued Ordinary capital of £150,000. Іп all, Ordinary 
shareholders thus receive a distribution of 100 per cent. absorbing £150,000, for the 12 months 
to July 81 last, whereas for 1931-82 they received а dividend of 25 per cent. and a bonus of 
95 per cent. The good results which have enabled the directors to pay so large a bonus have 
been obtained in the face of the great exchange obstacles in the way of export business, and 
will doubtless prove to be the outcome of the success of the company’s 1921-33 programme. 


The accounts for the year to July 31 fully bear out the favourable impression created 
by the dividend announcement made previously. Gross trading profits rose from £1,078,100 
to £1,881,400. The allowance for maintenance and depriciation was increased - from £396,700 
to £485,000, and after allowing for a saving in the sum required for Debenture interest and for 
the fact that it was not necessary this time to place anything to sinking fund reserve (whereas 
£55,000 was so appropriated last year), the net profit works out at £631,800 against £546,400. 


DIVISION OF WORDS. 


When a word is long and cannot be typed at the end of the line, it is to be divided at 
the next syllable and hyphenated and the remaining part of the word must be carried to the 
next line. Words are best divided at their prefixes and suffixes. Care should be taken to 
divide the words only at their proper syllables. The student should note that every syllable 
must have at least one vowel init. Mono-syllabic words must not be divided. Thus if the 
words, bring, bright, thought, bought, etc. come at the end of a line, either type them at the 
end of the line itself if space permits, or type the whole word in the next line. Remember 
also that a set of figures when connected with each other by units must on no account be 
divided. Similarly proper names should not be divided, nor should there be the initials in one 
line and the surname in the next. As far as possible maintain uniformity in the right-hand 
margin. ; 


The student should carefully note the division at syllables in the following words :— 


ad-ven-ture flat-tery пе-сөз-вагу 
af-fec-tion for-bear-ance neigh-bour 
al-pha-bet - frac-tion noth-ing 
art-less ful-fil-ment 
ar-mour - ora-tion 
ar-ma-ment gen-tle-man ob-scur-ity 5 
grand-mother x 
ban-yan gram-mar-ian pol-lu-tion E 
bar-bar-ity guar-an-tee pre-clude 
beg-gar pun-ish-ment 
13 
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binding hand-some 
han-dle quad-ru-ped 
com-mon his-tory 
charm-ing spec-ta-tor 
care-less in-de-pend-ent sub-stan-tial 
can-dle-stick in-sui-fi-cient 
cheer-ful-ness Tran-si-tory 
con-science func-tion 
con-triv-ance justi-fica-tion Un-becom-ing 
know-ledge 
deli-cious ~ Versi-fica-tion 
dis-com-po-sure lad-der i 
dis-trust-ful la-ven-der Win-ter 
: Wor-ship 
em-ploy-ment mid-sum-mer 
en-ter-tain-ment mis-con-duct 
ex-cel-lent mur-mur 


LINE SPACING. 


Single-line spacing is used in literary, commercial, and professional work, and for 
marginal notes, lengthy extracts, verse, tabular work, lengthy specifications, etc. 


Double-line spacing is used generally for work of all kinds, such as correspondence, 
lectures, sermons, essays, short specifications, efc. 


Treble-line spacing is used for legal documents, author's manuscripts and for work 
intended to undergo extensive revision. 


Questions. 


1. What should be the first duty of the typist each day before entering upon his work ? 

9. Describe the manner in which the keys should be struck ? 

3. What are “guide keys ”, why are they so called? Where should the fingers rest 
when not actually engaged in striking the keys ? 


4. What is meant by (а) a lower and (b) an upper-case character ? 

5. What is а shift-key lock, and when is it used ? 

; How is it thrown out of action ? 

` 6. Why are typewriters fitted with two shift keys ? and where are they placed? 
` т. Mention points that should be observed in the manipulation of the keyboard. 
How do you account for the irregular arrangement of the letters on the keyboard ? 


many spaces do you allow after (а) а comma, (Б) 8 semi-colon, (c) a period ? 
les should be followed when dividing words at line ends? 
E E 
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EXERCISES FOR THE DEVELOPMENT OF SPEED. 


سد 


Type each of the following exercises SIX times. 


Make every word you write a rhythm drill, i.e., the blows should fall with such regularity 


EXERCISE 21. 


In olden days usually only one machine 
was employed to ten thousand men but, as 
time went on, ten machines and perhaps one 
thousand men would do the same amount 


of work. Of course, the ten machines had the ' 


benefit of men's brains in them, and engineers 
had continued to put brains into the machines 
which were made until now sometimes one 
machine can do the work of ten thousand 
men. It has even been calculated that one 


railway engine will do the work of four- 


hundred thousand men. 
EXERCISE 99. 


Machinery is sometimes despised by 
those who think that its use degrades а 


human being. Like all other good things, . 


machines have been and are sometimes 
abused, but there is nothing degrading in the 
use of a machine. Оп the contrary, human 


beings, by using machines; save themselves а, 


great deal of heavy and distressing work. 
Tf, therefore, the use of machines proves to 
be degrading, it is not the fault of machines 
but of those who use them improperly. 


EXERCISE 93. 


The real aim of the typist should be to — 


be able to sit down at a typewriter and 
produce accurately the work required by the 
office manager or employer. The fact that 
business posts can be occupied without accu- 
racy at the keyboard is a lame excuse for 


15 
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aS to satisfy the ear. Set the marginal stops at 15 and 75 and keep double spacing. 


being satisfied with poor skill at the keyboard, 
I do not like repeating my objections to the 
typewriting eraser, but it is only because of 
the eraser that typists of this kind are able 


to retain their positions, and that seems a 


harsh statement to make about a profession 
which in numerical strength, must be one of 
the largest in the world. : 


EXERCISE 24. 


To read critically means to read slowly. 
At the end of every paragraph it is a splendid 
mental exercise to think carefully about what 
we have read. The true scholar spends a 
far longer period examining the ideas stated 
than he does in actually perusing the printed 
.page. Certain tutors recommend that their 
pupils should read a page and then spend 
half an hour in thinking over the ideas 
expressed. Perhaps such a method is impos- 
sible to those who have scanty leisure, but 
itis certainly the most beneficial way of 
reading and, if culture rather than the posses- 
sion of educational certificates is sought, it is 
the best way of study. 


EXERCISE 95. 


Ideas for articles are endless. But the 
free lance needs something more: he needs 
to know the technique of article Writing. 
It is not difficult to acquire. Anybody who 
takes the trouble to do so and can learn how 
to treat subjects in an entertaining way has 
а wonderful chance to add to his income — 
and in a way that is not only really fascinating 


Fang xm tette 


{ 
3 
| 
5 
2 
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but which broadens his outlook and interests 
amazingly. ІН you are able to view a subject 
in a new light, you are, if you can write 
English, a potential journalist capable of 
earning a considerable income in your spare 
time. 


EXERCISE 26. 


The purpose of education is to help us 
tolive as well as to get a living, to enable 
us to fulfil the duties of a citizen as well as to 
undertake the tasks of а worker. That has 
been said so often as to have almost passed 
into the region of platitude. But it expresses 
a: profound truth, and any enumeration of 
the essentials of a sound education would be 
inadequate that did not bear witness to it. 

_ Hence the significance of the essentials already 
referred to, namely good manners, right 
‘standards of goodness and truth and beauty, 

_ the power of reflection. 


es EXERCISE 27. 


; | Electric heaters are free from the dis- 
E advantages of either solid or gaseous fuels. 
222 ffheir high cost is the main obstacle to their 
о шоге general use. The flexibility of gas or 


` electric heaters, however, and their consequent | 


— — тарій response to changes in weather condi- 
_ tions, coupled with the fact that they can be 
turned ой immediately at the end of the 
` working day, or during the periods a room is 
snot in use, often, in practice, considerably 
y= reduce their costs in relation to solid fuel, as 


. deduced from comparisons based on conti- 
ee nuous heating requirements. 


E а ша EXERCISE 28. 


“ж; 


Тһе tone of society із the result, not so 
nuch of the deliberate attempt of the mem- 
в of it to influence each other, a8 of the 

cious action and reaction of their 
"Nor can anyone easily measure 


how great his own contribution has been to 
the good or evil spirit that prevails around him 
or how, by casual deeds or actions, or un 
looks, he шау have influenced the lives of 
others. We do not carry on our warfare at 
our own charges, but the whole weight of 
the evil that is in our society is dragging us 
down, and the whole force of the good that 


is in it is helping us up. 


EXERCISE 29. 


Each of us finds 16 necessary, many 
times а day, to express thought in words and 
to reveal it in action. "When we speak we 
disclose something of ourselves to others., 
When we act we produce evidence of our 


aptitude and skill. In thought, action, and 


expression is abundant evidence of the com- 
plexities of life that influence us, sometims 80 
strongly that we are made conscious of exter- 
nal forces that are at work, and oft-times so 
subtly that we are affected in mojor and minor 
ways, and do not know that we are under- 
going processes of change. Thoughts must be 
communicated to make life possible on а 
practical plane. None of us escapes cons- 
ciousness of the significance of silence. There 
are, we find ourselves reflecting from time to 
time, silences that are more expressive than 
any sentence that we are capable of framing 
when, in a given situation, we are confronted 
with the urge “to say something ". But 
eloquent silence merely tends, upon occasions, 
to emphasize the essentiality of speech. 


There are many ways of 


that never get said. 


EXERCISE 30. 


The ancients, having 00 sup 


human beings i 
power; freely employed п ed іп Wa 


great works; and when they conquer 
they enslaved their enemies to GO 
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them. They held life cheaply, and thought 
nothing of selling a hundred thousand men 
into slavery, or of employing a hundred thou- 
sand men to make a tomb for a king. Nearly 


-six thousand years ago, there was erected a 


comb, still existing, upon which a hundred. 
thousand men were employed for thirty years. 
Tt stands to-day as а monument at once to 
human power, human invention, and human 
folly. It was a case, indeed, in which both 
machinery and human lifo were put to a most 
wasteful use. The Romans used simple 
machinery and many lives to construct trunk 
roads across Europe, some of which still 
survive. Slave labour did these things, but 
even an abundance of slave labour -they could 
not have accomplished so much but for the 
employment of mechanical power. For many 
generations mankind was robbed of the oppor- 
tunity of advancement by the collapse of the 
Roman organizations of the Western world. 


EXERCISE 31. 


When the Greeks began to study chemis- 
try, they regarded matter ‘as being made up of 
four elements. These were fire, air, earth 
and water. It will be seen that ‘fire’ was 
still considered as an actual entity. It must 
not be supposed that they held that аЛ matter 
was actually composed of so much of one or 
more of these elements. It was rather that 
they contained the essences of which these 
four elements were the expression. There 
were also four principles, viz., heat, cold, 
dryness, and wetness or moistness. Hach 
element contained in itself two such principles 


and each of these principles was, therefore, 


shared by two “elements”. Fire obviously 
contained the principles of heat and dryness, 


17 


and water cold and wetness. Earth was dry 
and cold, and accordingly air was hot and 
wet. When water was evaporated by heat, the 
heat of the fire overcame the coldness of the 
water, but the dryness of the fire did not 
overcome the wetness of the water, as the 
steam or water-vapour was damp, though not 
so damp as the water. 


EXERCISE 82. 


There is a philosophy which underlies 
the tendencies of a language. They are 
carried forward by a deeper current. In the 
eighteenth century the standards of diction 
were aristocratic, as the State was aristocra- 
tic. Authors wrote for the educated few. The 
multitude were largely illiterate and outside | 
the circle. Education itself was mainly & 
matter of scholarship in Latin and Greek. 
No speech in Parliament was regarded as 
adequately polished unless it included one or 
two quotations from the classics. Classicism 
predominated everywhere. Versailles set the 
standards of taste for Europe. If the inventor 
of a new thing did not call it by a learned. 
name he thereby confessed himself not а man 
of education. 


But now a changed political system 
brings in its train changed standards of taste. 
Design in architecture, in house decoration, 
in furniture, in domestic equipment, does not 
ape the luxury of palace or mansion; it delibe- 
rately addresses itself to the small house, the 
flat, and the cottage. It does not produce | 
inferior copies of what the rich may want 
for a display of their splendour; it sets out to 


originate things of a kind that all may possess, Me 


finding their beauty in line, in colour, and ір · 
texture. So also with regard to language. 
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қ CHAPTER Il. 
CORRESPONDENCE. 


Correspondence is the communication of one's thoughta, ideas or requirements by 
means of letters. These letters or messages have to be typed in certain recognised forms which 
] have been established by experience and custom so as to present a neat appearance. The 
| correspondence may be divided into (1) business, (2) official and (8) private or personal. 


BUSINESS CORRESPONDENCE. 


Business letters are usually typed on paper measuring 8'by 103. Тһе usual parti- 
culars that are printed on the letter-heads are — 


D 
РЕЕСТРЕ n — 


1. The name of the firm appearing at the top in block letters. 
2. Тһе nature of business and other particulars. 


3. The names of Directors, Secretary or Mananger, etc., іп the case of Limited 
Companies. 


The particulars to be typed generally consist of — 


1. Тһе date. The date must be typed at the top right-hand corner, commencing at the 
- 6th degree of the scale for the months March, April, May, June and July and at the 50th 
27 — degree for the other months, which have longer names. Туре the date in figures, then the 
кс month in letters, followed by the year in figures — e. g., 25th June, 1984. 


_ 2 The Inside Address. Tho name and address of the addressee should be typed in single- 
line spacing on the top left-hand corner commencing from the margin, and each line of the 
address is indented five spaces. Some business men, however, prefer each line to commence 
at the margin level and this is known as the “ American” way of typing. 


3. The Salutation. ‘The line spaces to be left between the address and the salutation vary 
from two to four. In commercial letters the salutation ‘Dear Sir’ for the singular number, 
and ‹ Dear Sirs,’ for the plural, is generally used. 


= ` 4 The Body of the letter. The first line of each paragraph should be commenced five 
_ degrees to the right of the fixed margin. The line spacing must be regulated by the length of 
— — the text and the size of the paper, double-line spacing being used for short letters, and single- 
5 lige spacing for long letters. The various subjects dealt with should be taken in order of their 
| importance and each topic should have a separate paragraph. Attention is drawn to any 
6 eth fo by typing « Enel. ” at the bottom left-hand corner. When more than one sheet is 


Б. The | EU sms This should be typed nearly in the middle of the sheet, generally at 
35th puse of the scale. 
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BUSINESS CORRESPONDENCE. 


6. The Signature. Sufficient blank space should be left for signature and the designation 
of the signatory should then be typed. 


7. Post Script. (P. $.) А paragraph is sometimes added to а letter below the signature, 
generally as a result of an after-thought. 


CENTERING. 


The headings require proper centering in typewriting. Тһе chief item should be typed 
in capitals, and the sub-headings in small letters and underscored. If the heading consists of 
not more than one or two short words, it should be typed by spaced capitals. 


RULES FOR CENTERING. 


From half the sum of the points at which the marginal stops are set take half the 
number of letters, spaces, etc., in the heading. Тһе result will be the point on the scale at 
which the heading should begin. 


Suppose the marginal stops are set at 10 and 70. Half the sum of these numbers is 40. 
Let the heading to be centred be TYPEWRITER. Half the number of letters in this word is 5. 
Subtracting 5 from 40, we get 35 and this is the point at which the centering should be 
commenced. 


Similarly, the heading to be centered in the exercise on page 29 is “Re consignment of 
Sugar.” and it contains 24 letter-spaces. If the marginal stops are set at 10 and 75, half the sum 
of these numbers is 42; subtracting 12 (half the sum of letters and spaces in the heading) from 42, 
we get 30, the point at which we are to commence the heading. The student should make 
similar calculations before the headings are typed. 


ae 4 


£ 
- 


Study the following letters carefully, and unlesss otherwise stated, make three perfect 
copies of each letter. If quarto-size paper is not available students may type on foolscap paper _ 
leaving sufficient space on the top to indicate letter-heads. 


Туре full-stop and leave one space after the words Messrs. and Mr. as these are contrac- 


tions. No full-stop is necessary after figures such as, 26th, 23rd, eto. as these are not 
contractions. " 
: ж 
The numbers іп the following letters indicate the place on the scale for commencing, 
the various items. 
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EXERCISE 33. 
HEAD OFFICE AND FACTORIES: ° TELEPHONE NO, 
SIALKOT. 1200. 


"THE CHAMPION SPORTS WORKS, 


© MANUFACTURERS. IMPORTERS 8 EXPORTERS OF HIGH CLASS SPORTING GOODS. 


AGENCIES: 
JGHOUT THE WORLD. 200 Моунт Водо, 
MADRAS. 


TR May, 1935. 


/ 10 15 20 25 55 


и: 
" А. Rahim, Esq., В.А., 


Games Secretary, 
The Young Mens? Recreation Club, 


5 Gopalpore. 
Dear Siz, 
| i handing you & copy of our catalogue, we would parti- 
cularly mention that the prices for several items therein have 

n revised and we trust you will study details fully to &s- 

ге yourself of the wonderful variety of attractive lines which 
ro offer &t very low prices. | 


Prices have been reduced, but the high naa of quali- 


ала consistency are not only maintained but set on а still 
cannot in this space enlarge upon the merits of each 


‘but we feel bound to comment on the cheapness of our 


з ын DRE = апа сыата for sports re- 


BUSINESS CORRESPONDENCE. 


EXERCISE 34. 
Single Line Spaced Letters. 


IHE VICTORIA JUBILEE PRESS, 


(ESTABLISHED ONE THOUSAND EIGHT HUNDRED & EIGHTY NINE.) 


PUBLISHERS, BOOK-SELLERS +: PRINTERS · = вооквіҹоєвѕ к BOX-MAKERS 


ORIGINAL & EFFECTIVE DESIGNS IN FINE STATIONERY & BUSINESS PRINTING. 


263-7. BAZAAR STREET, 


CHITTOOR. 


2nd February, 1955. 


10 15 | 
| . 50 с 

Messrs. Wrenshaw & Co., Ltd., 

£5 General Patter's Road, 


Mount Road, Madras. 


Dear Sirs, 


We beg to enclose an advance copy of our office calen- 
dar and trust that it may prove of some service to you. 


It is hardly necessary for us to point out the great im- 
portance of advertising at the present day and we think you 
will agree that if advertising is to be fruitful it must be of 
the best class. Recognising this we have made special provi- 


sion for good quality work and respectfully solicit your es- 
teemed orders. 


We would call special attention to our printed imitation 
of typewritten letters. As this kind of circular possesses 
a distinct advantage over one that is printed in ordinary type 
we have purchased a special machine for this class of work and 
the imitation is so good that it is practically impossible for 


even an expert to say. that the matter has not actually been 
typed. 


Should you require any kind of printing we shall be happy 
to quote our terms which are most moderate. We shall also be 


pleased to submit specimens to assist you in deciding which 
Style you prefer; or, if you wish, our representative can wait 


on you. 
35 
We аге, dear Sirs, 
40 
Yours faithfully, 
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EXERCISE 35. 
Letter in American Style. 


€, T. PORTER, PRESIDENT W. J. PORTER, TREASURER J.B. LONGSHORE, JR, SECRETARY 


WETTER NUMBERING MACHINE Co. 


s SPECIAL MACHINES DESIGNED FOR 
— FLAT BED OR ROTARY PRINTING PRESSES 


ESTABLISHED 1885 CABLE ADDRESS 
INCORPORATED 1900 ATLANTIC AVE. AND LOGAN ST, WETTER-NEW YORK 


5 : BROOELYN-NEW YORK 


November 19th, 1994. 
Wetter’s 50th Year. 


VICTORIA JUBILEE PRESS, 
265-7 Bazaar Street, 
Chittoor, India. 


Gentlemen :— 


We enclose our invoice No. 2077 covering four Ideal Model 


No. 5 and twelve combsprings requested in your letter of 
September 3rd. 


Instead of us drawing on you for this small amount, 
upon receipt of the material will you forward us a 
New York Draft for this amount? Ў 


Ме ате indeed sorry to learn that so many combsprings 
have been broken, and we think the contention advanced 
in your letter is correct. In other words, if your 
workers һай been more careful and did not allow гара 
to be caught in these Springs they would have lasted 
practically the life of the machine. 


Thanking you for your kind letter, we are 
Yours very truly, 


WETTER NUMBERING MACHINE CO. 


ALL AGREEMENTS OR DELIVERIES ARE CONTINGENT UPON STRIKES, FIRES, ACCIDENTS 
Mex AND OTHER UNCONTROLLABLE CAUSES. 
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BUSINESS CORRESPONDENCE. 


EXERCISE 36. 


When typing these letters set the marginal stops at 20 on the left 
and 60 on the right. 


GEORGE TURNBULL & CO. LTD. 
ANDERSON ST, MADRAS, 


POST BOX NO. 210. 


45 
15th April, 1955. 
2) ij: a ap 
Messrs. Gupta & Co., 
14 Davidsonpet, 
Masulipatam. 


Dear Sirs, 


We enclose herewith a descriptive leaflet 
.giving particulars of ANTISROT a-strong anti- 
septic preservative for wood and stone. 


ANTISROT not only preserves the material 
from the external influence of the atmosphere, 
but removes the air and water and thus neutra— 
lises the action of the nitrogenous bodies-- 
bodies so favourable to the formation of new 
and destructive organisms. ANTISROT is а 
strong antiseptic. White ants will not at- 
tack any wood treated with ANTISROT. 


| ANTISROT makes the material treated 
impervious to damp &nd protects it from the 
action of gases and acids. 


We stock ANTISROT in drums of five gal- 
lons each, and our price is Кв.5/- per gallon 
F.O.R., Madras, less 2% discount for imme- 
diate cash settlement. 

Yours faithfully, 


GEORGE TURNBULL & CO., LTD. 


Manager. 
Encl :Leaflet. 
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MODERN TYPEWRITING. 


EXERCISE 37. 


THE INDO EUROPA TRADING COMPANY, 


165, BROADWAY, 
MADRAS. 


June 
26th 
1934 


Messrs. Abdul Wahab & Co., 
Hospital Road, 
Chittoor. 


Dear Sirs, 


We are indeed much obliged for the kind 
order No. 1542, placed by you, with our Mr. Cali 
Khabardar, for British Lion Frames, Gloria Tyres, 
etc. 


As instructed by him, we have packed and 
forwarded the goods to you to-day by Goods train, 
the relative invoice being enclosed herein, which 
please acknowledge. 


On receipt of your cheque for Rs.126-2-0 
on any of the Madras Banks or a M.O. for a like 
amount, we will post you the relative R/R. 

Thanking you for this order and awaiting 
your further favours which will receive our 
prompt and very best attention. 

Shall we hope to receive the remittance 
referred to above by return? 

Yours faithfully, 


THE INDO EUROPA TRADING COMPANY, 


2 | Sole Proprietor. 
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BUSINESS CORRESPONDENCE. 


EXERCISE 38. 
Letter with Continuation Sheet. 


FAIRWORTH & Co., Harris Street, 
é Ambala Cantt., 


17th May, 1934. 


Messrs. Gopala Krishna & Co., 
15 Wellington Road, 
Robinsonpet. 


Dear Sirs, 


We have been prompted, to-day, to address you by our ex- 
perience of the last two years, during which interval our whole- 
sale catalogue No. 250 has met with universal appreciation 


throughout the country. 


This catalogue (containing all apparatus for teaching 
Physics, Chemistry, Botany, Physiology &nd Geography and Che- 
mical and &ll other Educational appliances) was issued by us 
in 1932 and the prices were specially reduced to defy the keen 
competition going on in the market then. Incidentally just 
after its publication, there occurred & heavy rise in the cus- 
toms duty and & great depreciation in the value of pound ster- 
ling--the two great factors which forced all Indian firms to 
raise their prices by about 25% to 407. But being in pos- 
session of a big stock of previous years, and with a firm deter- 
mination to stand out the present-day keener competition we de- 


cided to adhere to the same catalogue. 


You will be glad to know that we supply the articles at 
lower prices without the sacrifice in quelity аз is being done 
by some other firms, and on the other hand, a general improve- 
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-9- 


Messrs. Gopala Krishna & Co. 


ment has been effected all over. Need we mention that it is 
` our ambition to win and maintain, at all costs, our reputation 
which we have established by our long and continuous service 


for the last 36 years? 


We do not think that after the issue of edition No. 250 

5 алу firm in India ог abroad would dare to quote still lower 

| ргісез for good quality apparatus, but in spite of this, we 

are quite prepared to meet even the lowest estimates, submitted 


` by any other firm in the line. | 


We shall also be responsible for breakage, shortage or 


ny discrepancy whatsoever. 


- We remain, dear Sirs, 


Yours faithfully, 


а, that Some of our kind patrons аге mis- 
‚сї: about the comparatively longer distance 

be ] assure them that by virtue of our 

OT rces, and the huge stock &t 
still be found more favourable. 


BUSINESS CORRESPONDENCE. 


EXERCISE 39. 
Letters with paragraph headings. 


INDIAN CHEMICAL INDUSTRIES, Ltd. à | 
119-120, ARMENIAN STREET, 
MADRAS, amie 


Р.О. Box 130. 


Telegrams: 


“ALKALI” MADRAS. MADRAS - 2828 - 2829. 


(Insert to-day’s date). 


The General Stores, 
Beach Road, 
Bhimilipatam. 
Dear Sirs, 
We thank you for your letter of the 29th October with en- 
closures and have to advise you that our credit note for Кв.4-4-0 


will be forwarded to you in due course. 


Sulphate of Ammonia – Order. We are booking your order 
for 5 x 80 lb. bags Sulphate of Ammonia and the relative rail 


receipt will be posted to you in due course. 


Accounts. Іп this connection we have to point out that Y oS 
taking into consideration your remittances of Кз.117-8-10 and E 
the various credits to your account, the total comes to Rs.220/- E 
апа this leaves а balance of Rs.54-8-0 due to us against the : 
above order. We shall be glad if you will let us have this | = 
amount by return. x 

Yours faithfully, E 


for INDIAN CHEMICAL INDUSTRIES, LTD. ERA 


for MADRAS MANAGER. 
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EXERCISE 40. 
BENSON, BENJAMIN & COMPANY, 
BROKERS. 
BENTINCK BUILDINGS, 
MADRAS. 
20th September, 1934. 
V. К. Raman, Esquire, 
Iswaran Street, 
Saidapet. 
tal Dear Sir, 
de We thank you for your letter of the 18th instant, the 
contents of which we note. | i 
| ж Robson Spinning % Weaving. These are at present quoting 
á at Rs.5/- at which limit we could probably arrange a sale for 
E you. 
: n | Carnicks. These are saleable at Rs.161-4-0 cum-dividend. 
зы On an ex-üividend basis this would be Rs.158-12-0. In view 
e of the fact that there has been a recent fall in cotton we think 


fes it would be а wise policy to sell out. cotton mill shares. 


Standard Sugars. We regret we do not know of any buyers 
for these shares, nor can we obtain a quotation for them in any 


of the brokers’ lists. 


If you wish to sell Carnicks, please forward the scrip, as 


Yours faithfully, 
BENSON, BENJAMIN & COMPANY. 


» 


BUSINESS CORRESPONDENCE. 


EXERCISE 41. 


AZEEZ & JEELANI, | 40, РОНТ 5ТНЕЕТ. 
COMMISSION AGENTS. NAGAPATAM, 


órd April, 1955. 


Messrs. Singaram & Brothers, 
45 Long Bazaar, 
Vellore. 


Gentlemen, 
Re Consignment of Sugar. 

Our friends, Messrs. E. Rathnavelu and M. Sabhapathy 
of this port, have given us the name of your firm as a house 
of good standing and reliability, and we have, therefore, upon 
their suggestion, despatched to you per goods train, aS per 
invoice enclosed, 100 bags of sugar which we would ask you 
kindly to sell to the best advantage for our account, and hold 


the net amount realised at our disposal. 


This Pure Raw Sugar is of very fine quality, and if you 
can place this lot satisfactorily we shall be pleased to forward 
larger quantities. We should furthermore be pleased to take 
care of any consignments of goods suitable for this market which 
you may be disposed to send us, and our friends, Messrs. 
E. Rathnavelu and M. Sabhapathy, will give you any information 


concerning us you may desire. 


We hope our consignment will reach you safely, and that we 


shall hear favourably from you. 


Yours very truly, 
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EXERCISE 42. 
LETTERS WITH TABULAR MATTER. 


When a letter contains any tabular matter such as prices, quotations, eto., such tabular 
matter is better typed in single-line spacing, and the letter proper in double spacing. 


Che Universal Typewriter Supply Agency, 
215» Esplanade Row, 
Madras. 
26th October, 1994. 


Victoria Institute, 
Bangalore Contonment. 


| Dear Sir, 
Ж Second-hand Typewriters. 
We acknowledge with thanks the receipt of your enquiry 


dated the 25rd instant, and as desired quote you our prices 


Bc for second-hand typewriters. 
| 60 

io. “ Rs. A. P. 

E Remington Standard No. 12/9578  ... 160 O 0 

| Royal Standard No. 10/4996 ... 125 0 O 
L.C.Smith & Brothers 5/5000 ... 110 0 0 
Oliver 24 Мо. 9/1129 >... 90 0 0 
Underwood Standard No. 5|4681 .. 140 0 0 


Тһезе machines have been thoroughly overhauled, and &re in 
perfect working order. 

If you intend purchasing &ny one of the machines, we 
would advise your sending the order per return of post, as 
ЖЕЗ these typewriters аге offered subject to being unsold. 
| “Awaiting the favour of your early reply, and assuring 
you of our best attention at all times. 

Yours faithfully, 
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EXERCISE 43. 


THE RELIABLE ENGINEERING COMPANY, LIMITED. 


POST BOX No. 21. 15Т LINE BEACH, MADRAS. 


(To-day's date.) 


Ihe Manager, 
The Agricultural Stores, 
Hill Road, 
Bangalore. 


Dear Sir, 


Kirloskar Implements. 


We thank you very much for your order No. 19 dated 6th 
instant, placed with our Salesman Mr. T. J. Chinniah for the 
following together with the advance of Rs. 5/- 


2 Roll Easy Mote Wheels @ Rs. 12 12 О each less 107 
12 Konkan Shares without e | 
bolts and nuts а. Ө 925% oa LOZ 
1 Share for Plough No. 12 @ ,, 1 4 O ,, 53 4 LOZ 
12 Share points for Plough 
No. 12 к s 0.5 0 ОЯ 
all f.o.r. Madras. 


We have to-day placed the order with Messrs. Kirloskar 


Brothers, Limited, Kirloskarvadi for early execution. 


К hea L AS 


We shall advise you the balance amount due from you as 
soon as Rail Receipt is received and will forward the Rail 


Receipt to you on receipt of the amount. 


do э рТ Эл Op 


Yours faithfully, 
for THE RELIABLE ENGINEERING COMPANY, LID., 


Manager. 
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OFFICIAL CORRESPONDENCE. 


Official correspondence is the communication between Public and Local bodies and their 
correspondents relating to the administration and government of the country. These letters 
are typed on foolscap paper measuring 8" by 13° with a left-hand margin of about 2”. Usually 

| papers containing printed letter-heads are supplied to the typist. If these are not available 
the particulars are to be typed by the typist. Double spacing is maintaned throughout. 


1. The letter reference such as “ Б. О. O. No. 500-А|84 ”, is to be typed on the top left- 
hand corner, commencing from the left margin. 


2. The name of the office and date. If the name of the office is to be inserted, it is typed 
in a separate line, and below it the date. These particulars should be typed on the top right- 
hand corner of the paper. See that the last line ends exactly at the last degree set on the scale. 


3. The word From which precedes the sender’s name and designation is commenced at 
the left margin and stands by itself in a line. The name, including courtesy titles and degrees, 
the designation, and the place, should be typed in three separate lines, all being properly 
indented. 


4. The word To which precedes the addressee’s name begins at the margin, The student 
should note that no punctuation mark is necessary after From or To. The designation of the 
officer to whom the letter is sent and the place are typed in the next two lines. 


5. The formal salutation, Sir, begins with the margin. 


" 6. Any reference regarding the correspondence is typed by way of an abstract commencing 
= A а few spaces from the margin. 


| T. Тһе Body of the Letter. The first line of the body of the letter, as usual, is indented 
2 five spaces. If the letter contains paragraphs, they are numbered except the first paragraph, 
25% the figures appearing from the second paragraph which commences with the number 2. 


2228. The Subscription, viz, (1) I have the honour to be, (2) Sir, (8) Your most obedient 

А А | vant, are all centered and set out on the right-hand side. After finishing this, turn the line 
aie d B twice er thrice as space might permit, and type the designation of the officer sending 
_ tne letter. : 


а ? The initials of the typist and the date may be typed on the left-hand corner commencing 
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| EXERCISE 44. 
UNIVERSITY OF MADRAS. 


No. 5760. я Senate House, 
; Madras, 16th March, 1924. 


From 


The Vice-Chancellor, 
University of Madras. 


To 
The Principals of 2nd Grade Colleges. 
Sir, 
I have the honour to enclowe herewith a copy of the noti- 
fications which are being published in the Fort St. George 
Gazette of the 17th instant calling upon you to elect a пеп- 
ber to each of the three University Authorities--the Senate, d 


the Academic Council and the Council of Affiliated Colleges. 


2. It will be observed that in the case of the Academic | 
Council апа the Council of affiliated colleges the persons 
to be elected must be Principals; but in the case of the Senate 


no such qualifications аге prescribed. 


3. The elections will be held simultaneously but the X E 
. nominations invited for these three different elections Should 
be entirely separate and distinct one from the other. Sepa- 


rate voting papers will be issued for each election if con- 


tested. 


I have the honour to be, ж 
біг, = 
Your most obedient servant, 
(Key to MS Ex. No. 22 Р, 91); ; 
VICE-CHANCELLOR. 
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| EXERCISE 45. 
` R.0.C. No. 391/29. Office of the 


Inspector-General of Prisons, 
Madras, dated 15th March, 1929. 


The Inspector-General of Prisons, 
Madras. 


The District Medical Officer, 
Nellore. 


Subject:--JAIL-MADE ARTICLES - Delay in supply of - 
Complaint - Early indents - Suggested. 


In forwarding herewith a price list of jail-made articles, 


ers in charge of jails is that departments of government 


to place their orders until the month of July and very 


orders early in the year with the Jail Department, 


. difficulties may be solved and the orders deli- 


1 co-operation is solicited in this con- 


OFFICIAL CORRESPONDENCE. 


EXERCISE 46. 


Type the following exercise on а foolscap paper. Set the marginal stops at 15 and 75 
and use double spacing. 


R.O.C. No. 703/Exam./1933. OFFICE OF THE COMMISSIONER 
FOR GOVERNMENT EXAMINATIONS, 
MADRAS, DATED 3RD JANUARY, 1938. 


> 


From 
М. В. Ry, Rao Bahadur В. Krishna Rao Bhonsle, Avl., І.8.0., 
Secretary to the S.S.L.C. Board, 
Madras. 
To 
All Heads of Recognised Institutions. 
Sir, 


I have the honour, by direction, to enclose a copy of the draft time table in connection 
with the Secondary School-leaving Certificate Publió Examinations to be held in March next 
and to request you to be во good as to let me know by the 15th instant, whether it admits of 
the papers in all the subjects brought up by all your pupils being answered. 


2. In the interests of economy more subjects than one have been put down for the same 
period on the same day. If clashing is noticed information as to the subject in which it 
occurs and the number of pupils for each of those subjects should be furnished along with the 
Suggestions to obviate the difficulty. The time table will be modified Suitably if it turns out 
that there will be clashing of subjects. The enclosed post card may be filled in, signed and 
posted after affixing three-fourth anna postage stamp, if there is no clashing of subjects. 


3. As pupils for the practical examinations in Physics and Chemistry and for examina- 
tions in Typewriting are examined in batches, heads of institutions will have no difficulty as 
regards clashing in respect of subjects which are put down for examination along with these 
subjects. 


4. The time table as finally settled with reference to your reply will be published in the 
Fort бі, George Gazette early in March next. | 


I have the honour to be, 
Bir, 
Your most obedient servant, 
S.A. 8-1 : Secretary. · 
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P PRIVATE CORRESPONDENCE. 


Private correspondence is the communication between intimate friends and relations. 
This is written in easy and conversational style. Octavo paper measuring 8” by 5" is 
generally employed in typing these letters. The name of the individual is printed in the 
letter-head at the top left-hand corner. 


E The Postal Address and date. If these aro not already printed they should be typed at 
the top right-hand corner properly indenting. 


The Salutation depends upon the degree of relationship of the writer with the person 
written to. 


The Body is divided into paragraphs and each paragraph should contain short and 
direct sentences. The rules for indenting the paragraphs are the same as already explained 
ДЕ in business letters. 

P. } w- 


Any reference with regard to the dates are generally written as follows :— 
} Writing on the 25th December 1934, the word instant is used to represent the current 
E ШО, the word prosimo to represent the coming month; ultimo is used to denote last month, 
к i. ©, (November); next is used to denote any month coming after January; last is used to denote 
any month before November in the same year. 
| ean 
56 The Subscription should be typed below the last line, on the right-hand side of the 
Е: ЕХ paper. 


Questions. 
1. How many distinct styles of correspondence are there? Name them and describe 
their respective uses. 


2. Enumerate the name and size of paper, and the width of left-hand margin generally 
used in ** Commercial” and « Official ” correspondence. 


m : `8. Name some precautions which may be taken to prevent omission of enclosures from 
а letter. 2 


5 E What information should be given at the head of a continuation sheet ? 


> = 5. өртінің on 20th June 1935, how would you refer to the following dates in the same 
year 


EE ai 15th January .. loth May 17th December 
uw 28rd June 2nd July 3155 March 


6. How do you ascertain the correct position for centering headings ? 
ша copia of line-spacing is desirable for tabular matter in the body of business 


characteristics of а good commercial and official letter. 
коа 36 
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LETTERS ТО ВЕ CORRECTLY SET OUT. 
EXERCISE 47. 


Typewrite the following letters in business-like style setting out the various 
items in their proper position. 
(Insert to-day’s date). 


Messrs. Chimanlal Kothari & Co., 499 Mint Street, Р. Т. Madras. Dear Sirs, We are enclosing 
a statement of account and wish to ask if it will be possible for you to remit all or the major 
portion of the amount due previous to the 15th instant. We have unusually large obligations 
to meet this month, and any efforts of our customers in the way of remittances will be doubly 
appreciated. We have anticipated an active demand for Supplies between now and January 
156 and have run our various factories at about the usual output. This accumulation of stock 
has tied up an extra, amount of capital, but we think we shall be justified in having done this 
. by being able to fill orders with greater promptness and completeness. We believe this will be 
much appreciated by our customers. Trusting you can arrange the remittance and that you 
will also send us some orders during the month. We are, yours faithfully, 


EXERCISE 48. 
(Insert to-day’s date). 


Messrs. Ganesh & Co., Bunder Road, Karachi. Dear Sirs, Replying to your favour of the 
6th instant we regret to say that the part of scale sent here has got mislaid, and we are there. 
fore unable to send you duplicate of it. We should ba pleased if you would give us & description 
of the part required, or & rough sketch of same, also the shop number of scale which you will 
find stamped on brass beam, and on receipt of this information from you we will no doubt be 
able to send you the exact part wanted. We regret exceedingly this рагі has been mislaid. 
Our receiver remembers a part of & scale coming in from Calcutta, but there was no mark or 
tag on it to say who it was from, and he laid it on one side waiting to hear from the party 
who sent it here. Yours truly, Vittal Das Mohandas, Apollo Bunder, Bombay. 


EXERCISE 49. 


Typewrite the following letters correcting mis-spellings, punctuating and paragraphing wherever necessary. 


Messrs. 5. 5. Brij Basi & Sons 45 Hornby Road Bomtay Gentlemen We are adviced that you 
are the propriters of the leeding tailor shop in your sity If we are corectly advised and you 
are not allready satisfactorily equiped with electrick irons I no you will be pleast to reed 
carefuly the catalog that we or sending to you by same post as this. In the manufacture of 
fine clothing the electric tailer’s goose is а most usefull facter Аз уси know the use of an 
electric iron reduses the liabiliti to injury from soot Ар importent feeture of our electrie irons 
is the atomatic regulator which prevents the excessive heating of the iron when left idle with 
curent оп this ‘reduces the cost of operasion by redusing the current supply when on the stand, 
The nett saving is 20 to 307 of the amount of current required for irons that are operated 
without our automatic reguletor The principle injury to irons is dew to over-heating With 
the automatic reguletor this is privented We hope we have interested you Yours truely , 


< 97 Р е 


уір 
4 
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EXERCISE 50. 


E. M. Gopalakrishna Kone Sri Gopal Mahal Madura Sir I respectiuly make aplication for a 
trial posision in your offise and have every reeson to beleive that if you will give me a trial 
you will be satisfied with my work My expiriance and reputation have been gained by active 
emploiment with some of the largest carporations in the Northern India so I feal confidant 
that you will apreciate my servises if you are looking for a relibel office asistant who is cabable 
of turning out quantitis of finished work and with much less cost to you 1 exsel іп leter- 
writting invoycing and card-indecsing and whyle you may be receaving sertain results it will 
pay you to grant me a triel for which their will be know charg nor will you incurr any 
obligasion whatever unles you are fully satisfied in every way Yours respectfully 


EXERCISE 51. 


Dist. Board High School Vizagapatam 15th February 1984 R.O.C. No. 576-34. From the 
Headmaster Dt. Board High School Vizag. То the President Dist. Board Vizag. Sir I beg 
to bring to your kind notice once more the fact that our High school boys go without physical 
exercise for want of play ground The school compound as you know is too small for this purpose 
I have therefore proposed already іп my letter No. 416-84 dated 26th January 1984 that the large 
site adjoining the Government Hospital be acquired from the owner who is a local merchant I 
haye spoken to him іп the matter and he is inclined to be reasonable in his terms І would 


_ therefore request you to start negotiations with him and effect the purchase without the inter- 


ference of the usual official machinery which would only mean delay If so desired I could call 
on you with the man any time you fix. I beg, etc. 


EXERCISE 52. 


3 District Board Office, Vizagapatam, Ist March, 1984, No. 563) Genl/34 From the President 


District Board, Vizagapatam to the Collector, Vizagapatam. Sir, I have:the honour to state 
that the District Board High School has been going on now for several years without a suitable 
playground, on the need for which I need not expatiate to you. No other site being available 
we have pitched upon the open ground adjoining the Government Hospital. The owner is one 


N. Suryaprakasa Rao living at 56 Tank Square. Не is reasonable. But his sons grown up 


_ are obstructive. They demand Rs. 5,000 & price far beyond its worth. Т therefore find that 


there is left по other alternative but to acquire i& under the law. As the Educational Depat- 
ment 18 insistent upon our providing a playground at once, I request you to be so pleased as to 


_ take immediate action in the matter. I have the honour, etc. 


-----:0.---- 
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CHAPTER Ш. 
CARBON MANIFOLDING. 


If it is desired to retain а copy of every letter or document sent out, the simplest way 
is to take а copy by means of carbon paper. Carbon papers are thin sheets carbonized on one 
side and are manufactured in various sizes such as quarto, foolscap, draft, brief, etc., and are 
obtainable in several colours such as purple, blue, black, green and red. Carbon papers must 
be kept in pads or boxes in a cool place lest they become dry, and handled lightly in order to 
avoid finger marks and smudges. 


The procedure of taking carbon copies is as follows:— 
1. Lay a sheet of paper on the table with the writing side down. 
2. On this lay a sheet of carbon paper with the ink-side upwards. 


3. In this order place one white sheet, then another carbon sheet, and so on, finishing 
with a white sheet till the desired number of papers are arranged. 


The collected sheets are now taken up and placed in the machine with the sheet down- 
wards which was originally downwards when laying on the table. Before inserting, the 
carbon-side should face the operator; after insertion see that the carbon papers are facing 
towards the platen voll and away from the operator. 


At the most half-a-dozen copies may be obtained on a 1015. foolscap paper. If more 
copies are required, special <“ Manifolding paper ” should be employed. In taking carbon copies, 
the operator should strike the keys with more or less force according to the number of copies 
taken and according to thick or manifolding paper used. Usually a little more force should 
be used when typing with carbon copies than when a single sheet is used. 


CORRECTING ERRORS. 


When a word has been wrongly typed, erase the whole word and retype it. Ifa 
letter alone is wrongly impressed, erase the single character by using an < Erasure Shield ". 
While erasing move the carriage either to the left or to the right so as to avoid the eraser 
particles falling into the machine. 


If errors are discovered after the sheet has been removed from the machine, reinsert 
the paper and adjust it till it is in a line with theyedge of the Line Gauge. See that the letters 


having vertical stems such as 7, 7 and m, are in a line with the graduations of the Cylinder 
‚ Scale. 


It mistakes are made in carbon copies, raise the papers by turning the thumb wheel, 
so as to allow the insertion of a slip of stiff card between the writing paper and the glossy or 
carbon side of the carbon sheet; erase error in each sheet commencing from the last sheet. 

‘The desired correction can now be made after removing the slips just inserted. Жс 
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There are however, some characters which have elements in common, and may be 
typed over incorrect ones without being noticed; 6.0., e over с or 0; р, b, q, d, over o and с; h 
over n; y over v and comma over period. 

The use of special erasures manufactured for typewriting is recommended. When 
erasing, use the rubber from side to side, rather than up and down, as the latter moyement 
may shift the paper. ағ 


ROMAN NUMERALS. 


Roman numerals are represented by capital and small letters of the alphabet. The 
following letters are used :— 


м 


I is used for 1 

+ V 29 99 5 

X 9» ,» l0 

2 L وو‎ ээ 50 
Я C 315 55 100 
5 D 99 29 500 
- M 99 29 1,000 


= When a character is preceded by one of less value, the whole expression denotes the 
_ difference of the values of the single characters, ав :—ТУ = 4, IX = 9. When a character is 
- followed by one of equal or less value, the whole expression denotes the’ sum of the values of 
— the single character, as ;— VI = 6, XII = 19, XX — 90. 


1 Small Roman Numerals are used for paging supplementary matter, such as preface, 
index, and sometimes sub-paragraphs, as :— [ Article 10 (i) (a), (18) (ii) (a) and (b) 1. 


Capital Roman numerals are used :— · 


(1) in numbers attached to the names of monarchs, as — George V, Edward VII. 
(2) in expressing the number of the year, as—MCMXXXV == 1935. 
(3) in numbering chapters, as — Chapter XXV. 


UNDERSCORE. 


озсо. The underscore is employed for emphasizing important words, the underlined or italicised 
2 ‘words in manuscript or print, and for drawing a continuous line. 


МЕ; 


E. 7 | 2 It is also used to underline any foreign words, for titles of newspapers, books, etc., for 
subject headings and for drawing ruled lines at the foot of a column of figures, such as invoices. 


EXERCISE 53. 


Typewrite the following exercise using underscore for the words italicised. - 


‘sounds meet in exactly opposite phases, and the two forces are equal, they will 
ther, and silence will ensue. Thus, a sound added to a sound will produce silence. 
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ENVELOPE ADDRESSING. 


In the same way, two motions may produce rest; two lights may cause darkness, and two heats 
тау produce cold. Napoleon started when he beheld her: * Qui etes vous?’ he exclaimed, with 
characteristic abruptness. ‘ Je suis la Duchesse de Weimar.’ < Je Vous plains,’ he. retorted 
fiercely. < Jecraserai votre mari;’ he then added, ‘I shall dine іп my apartment,’ and rushed 
by her. The volume of Lyrical Ballads, whose first beginnings have been traced at Bristol, 
contained several poems — as The Thorn, Goody Blake, The Idiot Boy; several in which, as in 
Simon Lee, trivility is mingled with much real pathos; and some, as Expostulation and Reply 
and The Tables Turned, which are of the very essence of Wordsworth’s nature. 


ENVELOPE ADDRESSING. 


In addressing an envelope care should be taken to effect a good display. Тһе first line 
of the address should be commenced about the middle of the envelope. Where it consists of - 
three lines, double-linó spacing may be employed according to the size of the envelope; for four 
lines single-line spacing is preferable, and for more than four lines single-line spacing alone is 
possible. But these rules may however be varied according to the size of the envelope. 


Each line should be indented to the extent of five or ten spaces according to the length 
of the line. The name of the town of destination is best written in capitals, and, if short, in 
spaced capitals. Some business men, however, prefer the * Window Envelopes ”, in which the 
letter itself may be folded and inserted into the envelope in such a way, that the inside address 
can be seen through the window of the envelope. This method saves the additional trouble of 
typing the address on the envelope. 


Any note such as “ Personal >, “ Urgent”, “ Confidential", etc. should appear on the 
top left-hand corner. Тһе sender’s address, if required, should be typed at the bottom of the 
left-hand corner. ‘The envelopes of official letters should be franked, t.e., the clerk or other 
officer despatching the letter should sign and add his designation at the bottom of the left-hand 
corner of the envelope. | 


Тһе following instructions should be carefully noted :— 


1. In addressing an individual, do not use both Mr. and .Esg. When a University or 
professional title such as Dr. is used before the name, do not use Hsg. or other degree title 
after the name.  E.g., Dr. S. Krishnan, Esq., M. D., is incorrect. It should be either Dr. 
S. Krishnan, or 8. Krishnan Esq., M. D. When addressing a Hindu, М. В. Ву. should be 
used before the name and Garu ог Avl. should be used after the name: Іп the case of Muham- 
madans Janab and Saheb respectively, should be used. М. В. Ry. may also be used before the 
titles such as, Rao Saheb, Dewan Bahadur, etc., but not before Hon'ble and Sir. 


9. In addressing a Government Official, do not type the name if the letter is ап official 
one; but in case of personal letters the name should be typed. 


3. When addressing a firm, use Messrs. before the name; but if it is an impersonal firm 
such as ‹ Tha New Era Trading Co., Messrs. should not be used. EU. | 
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Study the mode of addressing envelopes in the following specimens :— 


On His Majesty's Service only. 
ILU TUUM USA ы Ec cat m 


URGENT. The Secretary to the Commissioner 


for Government Examinations, 


IK. Gopalar MADRAS. 
Clerk, 
Govt. College, Mangalore. 


Messrs. Longmans, Green & Co., Ltd., 
Educational Publishers, Swe 


167, Mount Road, 
MADRAS. 


S. KRISHNA CO., 


Coimbatore. 


Janab C. Abdul Hakim Saheb Bahadur, 
; President, 
District Board, 
VELLORE. 
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ENVELOPE ADDRESSES. 


SPECIMEN OF WINDOW ENVELOPE. 


THE 
PREMIER TECHNICAL INSTITUTE, 
HIGH ROAD, CHITTOOR. 


Pd 


Messrs. M. Akbar & Bros., 
Paper Merchants, 
Anderson St., 

MADRAS. 


ENVELOPE ADDRESSES. 


EXERCISE 54. 
Typewrite the following addresses correctly setting out as for envelopes on suitable slips of paper 


cut into various sizes as per specimens given. 


1. 
2. 


8. 
. Khan Bhadur Muhammad "Bazlullah Saheb Bahadur, C.I.E., 0.В.Е., Chairman, Madras 


M.R.Ry., Q. Srinivasamurthi, Avl., B.A., B.L., M.B.0.M., Principal, Government School 
of Indian Medicine, Madras. 

Rao Saheb С. N. Saravana ыш Avl., B. A., Senior Translator to the Government. 
of Madras, Madras. 

Major Q. Е. Н. Alms, R.E., Р.8.0., бышып Engineer, Fort St. George, Madras. 


Services Commission, Madras. 


. M.R.Ry., Rao Bahadur D. Krishnamurthi Garu, В.А.) B.D., Commissioner, Hindu 


Religious Endowment Board, Madras. 


. Dr. Н. 8. Hensman, M.R.0.s. (Епо.), L.&.0.P. (Lond.), т.м.в. (Madras), М.Р.О., Supe 


tendent, Government Mental Hospital, Madras. 


. Sir Charles B. Cunningham, Kt., 0.8.1., Inspeetor-General of Police, Madras. 
. Lt. Commander W. Е. Ellis, R. Т. M., Hio & Ship Surveyor, Madras. 
. The Hon'ble Justice Rao Bahadur 8. Varadachariar, B.A., B.L., Judge, High Court of 


Judicature, Madras. 


. The Rev. D. W. Wolfenden, Chaplain Holy Emmanuel Church, George Town, Madras. 
. Messrs. Spencer & Co., Ltd., Mount Road, Madras. 

. The Standard Atrated Water Works, Langs Garden Road, Mount Road, Madras. 

. The Madras Provincial Co-operative Bank Ltd., * The Luz” Mylapore, Madras. 
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MODERN TYPEWRITING. 


l4. Messrs. Shaw Nagjee Purushotham & Co., <“ Sun ” Umbrella Mart, China Bazaar Road, 


Madras. 

15. Messrs. Vummidi Ramiah Chetty & Guruswamy Chetty & Co., Jewellers and Diamond 
Merchants, China Bazaar Road, Madras. ; = 

16. Janab Yahia Ali Saheb Bahadur, M.A., B-L., M-D.O.; Chairman, Municipal Council & 


Public Prosecutor, Nellore. 
EXERCISE 55. 


Typewrite the following addresses in proper form correcting mistakes, if any. 


1. Messrs. Associated Automobiles, 1/70, Mount Road, Madras. 
-9, Popat Jamal Brothers, Madras, Broadway, Glass, Enamelware & Crockery Merchants. - 
9 Mr. V. Perumal Chetty & Sons, Printers, Publishers & Book Binders. G. T. Madras, < 
Stringers’ St., No. б. . 
4. М. R. Ry., The Hon'ble Rai Bahadur Sir К. V. Reddi Naidu Garu, Kt., Law Member 
to the Government of Madras, Madras. 
Б. Lt. Col. Janab M. Moosa Khan, Esq., I.M.8., Inspector-General of Prisons, Madras. 
6. Hon’ble Mr. Н. D. Carnish Esq., Judge, High Court, Madras. 
7. Mr. Md. Abdul АН Saheb, B.A., L.T., D.E.O., Hast Godavari Ellore. 


COMBINATION SIGNS AND CHARACTERS. 


Тһе student should carefully note the names of the following characters on the keyboard. ` 


* asterisk £ pounds sign & ampersand 

| shilling sign @ ‘at’ sign ( ) brackets 

apostrophe or single quotation ” double quotation 

When the keyboard is not provided with the following characters they may be obtained 
| by typing one character over another and by the use of back spacer and the variable line spacer. 


dagger T Capital I and hyphen 

degree 90° small o slightly raised 

dash —. two hyphens 

dollar $ Capital S and | | 
equation = two hyphens (with the use of the variable line 


spacing mechanism after completing the 
typing of the line) 
exclamation mark ! apostrophe and full-stop 
Formula Cs Нло Os slightly raising the cylinder with the variable 
E line spacer after fully typing the capital 
letters and completing the line 


Fraction 17 5/16 leaving merely a letter space between whole 
: 5 number and fraction 
Multiplication 6 x 10 small x and a space on either side 
—  . Section $ - . two БӘ using variable line spacer. 
— — Тһе signs for plus and division give a better appearance if made by pen. 


CC-0. Jangamwadi Math Collection. Digitized by eGangotri 


FILLING IN BLANK FORMS. 


EXERCISE 56. 


Typewrite the following exercise making use of the special characters as per instruc- 
tions given. ; 

T. Ramachendran and S. Krishnaswamy entered into partnership under the firm name 
of Ramakrishna & Co., and their capital of Rs. 5,000 was contributed in the ratio of 8:2. I am 
promising those copies at twelve o'clock to-morrow (Thursday). Can you have them ready? 
The freezing point of water is 32°F or 0°C. 1°=60"; 1'=60°. ( N H; )Cr2 O7 = № + 4H2 
О + Or? Оз. What is meant by “а measurement ton”? £1 = Rs. 15/- ох $ 4:80. 25 
packages measuring 8:17 x 217 x 3-4’ each @ 27/6 and 107. Тһе cost of pipe measuring 4% by 
48" is 19a. бр. per 5' O" length. 5/8 — 3/8 = 1/4. .24 +4 = 6. Asterisk is the name given 
to the sign * *', and it is used to indicate the omission of & number of words, and also to refer 
to any note in the margin or foot of the page. Chapter XX $ 5 to 6. 


FILLING IN BLANK FORMS. 


To print upon a given line, such as filling up blanks, or inserting any character at а 
spob, adjust the line to be filled up with the edge of the cylinder scale, by turning round the 
cylinder. Use variable line space lock which frees the cylinder to be moved backwards or for- 
wards even to a very small fraction of a space of the notch. 


Substitution of words. If it is desired to substitute a word of say, four characters 
in place of a word of three characters, erase the wrong word, and the correct word containing 
one character in excess of the word erased may be typed by shifting the paper slightly to the 
right or left so that the letters will fall between the graduations of the scale leaving half а blank 
space at each side of the substituted word. 


EXERCISE 57. 


Typewrite the following letter taking a carbon copy leaving spaces as indicated. 


. 19 


Dear Sirs, 
Referring to our letter of the ...... instant, I beg to enclose 
herewith for your acceptance draft Бог. аа enne nenne 
боны атата а ОЕ вһа11 
be glad if we will return us the same duly accepted by теша of 


post. 
Yours faithfully, 
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Remove the sheets from the machine, reinsert the first sheet and fill in the spaces with 
the following items:—(1) 22nd July, 1985, (2) С. Н. Chandra & Company, 25 Queen’s Road, 
Nagpore, (8) 10th, (4) three hundred and fifty rupees only, (Rs. 350/-), (5) three months after date. 
Erase the word ‘I’ in the first line and substitute the word ‘we’ in its place. Erase the word 
суе’ in the fourth line and substitute the word ‘you’ in its place. А 

Insert the carbon сору and fill in with the same particulars, but address the letter to 
Messrs. Viswanath & Co., 14 South Parade, Bangalore. See that the typing matches with the 
carbon impressions. (This can be done by cutting a piece of carbon paper and inserting it 
behind the ribbon). 


EXERCISE 58. 


On a separate sheet of paper type the following blank form of certificate. Remove the 
paper from the machine and reinsert it and fill in the necessary particulars as indicated. Care 
should be taken to adjust the several items so as to make them fall exactly on the line. 


CERTIFICATE OF IDENTITY AND RECOMMENDATION. 


O——— ннан 193 
I, the Undersigned (Б) ...................... іе nennen residing 84... , 
анны hereby declare that to the best of my knowledge and belief (o) .................... 
Ен 15 
ЗРЕНИЯ at present residing Аф......................ш.сееенезенееееееенеееезнен IUOS 
(f EE КОО о лыыр снб ie noia having been -born at (e) ........ — MH ÓÓ 


ЕЯ ӨО GHO аон day об... ыы ы еменнен and not having lost the status of 


I further certify that the said applicant (whose signature is written below mine) is & 


— fit and proper person to receive a Passport for the purpose of travelling to (f)... sere sess seee seee 1e 


(g) Signed... .... sese sss seee cone mm mtm 
Signature of the Applicant... .... .... sees reee ө 


—— 


- — (а) Insert name of place and date. | 
- (0) Insert name and qualifications viz., Magistrate, Surgeon, Solicitor or Notary (a8 the 
— ^ Caso шау be) and give address. 
_ (© Christian Name and surname in full, and address. 

State whether a British-born Subject or naturalised British Subject. 

Insert place of birth. 

hither proceeding; and the names of persons who accompany. 

заботе and Seal of the person recommending. 
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FILLING IN BLANK FORMS. 


EXERCISE 59. 


Typewrite the following blank form of the letter oi Hypothecation, leaving Spaces as 
indicated. Remove the sheet from the machine and reinsert it and fil in the necessary 
particulars. 


ПО, 


То the Directors of 
Th6; eee eene uentos eoo DEDE, Limited, 


Gentlemen, 


We have negotiated through your Bombay office a Bill drawn by.... 
Ойласан каналын for R8........... 44, as security, have delivered: nie ТЕ ЫП 
bill, shipping documents for the following goods: — 


11170196 ОЁ... ананан аА valued at Као НЯ 
Policy of Insurance All Risks Гот [ Е. Р. A. for Ка. payable in.................... 
ВШ of ading fOr нее marked... аи Dr 

рег dis DE: PITE TETUR SEO Tg ctu cn rd E eee 
реА ТИЕ О Е оа оао Olsa gy 
The Freight on which, amounting to Б... . is paid Ъу.......................... 


The documents are to be given up оп payment of the Bill. 


If the said Bill should suffer dishonour, we hereby authorise you to cause the said goods 
to be sold, such sale being for our account, at our risk, and subject to the usual charges for 
commission and all incidental expenses. 

We are, Gentlemen, 
Yours faithfully, 


THE USE AND ECONOMY OF RIBBON. 


Impressions are produced ‘on the paper by means of the types striking through the 
ribbon. The ribbon is therefore the ink-supplying agent of the typewriter. Іп some оі the 
older models such as the Yost and Blick, the ink is supplied by means of an inked pad; but 
these machines have gone out of use. 


There are mainly two kinds of ribbons, viz., record and copying ribbons. The RECORD 
or NON-COPYING RIBBON: is one, the i impressions of which are not capable of yielding 
press copies. Such ribbons are mostly in use in all government offices and business houses 
where copies are obtained by means of carbon paper. 
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The COPYING RIBBON is one, the impressions of which can be press-copied. Such 
ribbons are used by some business houses where it is desired to retain exact facsimiles of the 
documents sent out, and more largely by lawyers and solicitors. 


Ribbons are manufactured in several colours such as purple, black, blue, green and тей, 
The black ribbon is generally used in legal work as it does not fade when exposed to light. 
Purple or blue ribbon is used by all business houses where beauty of the work is desired. 


Ribbons are also manufactured with provision for two different colours and are known 
as BICHROME RIBBONS. The types can be made to strike the desired colour by merely 
shifting-the lever to the required colour on the ribbon dial. 


Ribbons are supplied by manufacturers fitted in special spools for use on different 
machines. Care should be taken to select only that particular spool which will fit on the machine 
used by the operator. Even if the sides are reversed there will not be the automatic reversing 


action of the ribbon. 
The following precautions should be taken to ensure economy of ribbons. 


1. Ribbons should not be exposed to heat and light as they will fade away very soon. 


9. Utilise the entire surface of the ribbon by switching the ribbon indicator to- both 
the positions on the dial. The sides of the ribbon may also be reversed in order 
to utilise such particles of ink as might remain on this side. 


3. Bichrome ribbons are generally expensive as only one colour is used; and it is 

therefore advisable to use single colour ribbons on the machine. But when an 

occasional difference in colour is desired, it may be obtained by inserting а 

small piece of coloured carbon paper between the ribbon and the paper. Ifa 

record and copying ribbon are required, & piece of the copying ribbon may be cut 

3 and stitched to the record ribbon at one of the ends, by which any ribbon may 
be used by merely winding the ribbon to one side. 


- 4, Insist on using only the best kind of ribbons, as cheap ribbons will not only be 
deficient in colouring, but are also subject to easy wear and tear. 
5. Purchase ribbons in small quantities and do not remove the ribbons from their 
boxes till they are required for use on the machine. 
6. Dried up ribbons may be made wet by exposing them to the moist air during 
night time. 


PRESS COPYING. 


— — Business men should retain а copy of every document sent out for future reference. 
"The simplest way of obtaining a copy is by means of a carbon paper. But there are several 
2 disadvantages of retaining а carbon сору, as subsequent alterations could be easily made OF 
another copy substituted without being detected. In order to overcome this, the method known 
. ан “press copying” is adopted. 
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PRESS COPYING. 


For taking copies by means of the press copying process, typing should be done with a 
copying ribbon. ‘The letters are copied ina letter-book containing white tissue paper numbered 
on one side only. 


The following materials are used in press copying: — 


1. Oiled water-proof sheets for insertion between the tissue sheets. 
2. Drying or absorbent sheets. 

8. Copying bath containing linen sheets in a moistened state. 

4. A superior copying press. 


After typing the letter with a copying ribbon as indicated above, sign the letter with 
copying ink. Open the copying book and turn the page on which the letter is to be copied. 
If it is desired to copy the letter on page 60, lay an oil-sheet on the back of page 59 and over it 
lay a damp linen sheet smoothly, and turn over it the page 60. On it place the letter to be 
copied with the writing side down and lay another oil-sheet over the back of the letter. If 
several letters are to be copied ata time, the same operation is to be repeated. Place the 
copying book in the press, apply good pressure and allow it in the press for at least 2 minutes. 
Now withdraw the book from the press, and remove the letter and the oil-sheets, and insert a 
drying sheet between each damp leaf and allow it todry. By this process an exact facsimile 
of the letter with the signature can be obtained. 


If any papers get spoiled in the letter-book cancel them with a coloured pencil, and on 
no account should they be removed from the book. Leave no blank sheets but use the pages 
continuously. Perfect copies cannot be obtained if the letter is typed with a non-copying or 
worn out ribbon or if the sheets be too dry or too moist, ог by giving insufficient pressure in 
the press owing to hurrying of the process. 


STENCIL CUTTING. 


If it is desired to obtain a large number of copies of trade circulars, notices, etc., with- 


out recourse to printing, this may be obtained by means of the process known as Stencil 
Duplicating. 


Stencil paper is available in two varieties, viz., dry sheets and wax sheets. А set of dry 
sheets consists of a dry stencil sheet on which is printed a scale for adjusting the paper and a 
backing sheet to protect the dry sheet while typing. А set of wax sheets consists of a tissue 
sheet for protecting the wax sheet, a wax stencil sheet, and а backing sheet on which are printed 
the scales. Special stencil sheets are manufactured for each particular kind of duplicator and 
the typist must use only those sheets that will fit in his duplicator. 


For cutting stencil, the platen must be medium hard. Switch off the ribbon from the 
typewriter by turning the indicator to white on the ribbon dial, and clean the types well. 
Take the stencil sheet and insert a carbon paper between the backing sheet and the stencil 
sheet, (glossy or ink side upwards and facing the operator before insertion) and insert the sheets 
into the machine by releasing the feed rolls and adjust the paper with reference to the printed 
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scales on the sheets. Occasionally brush the types to remove the clogging from the letters. 
Use a firm, steady touch, as the success of the work depends upon how the original is cut, 
Press with a heavier touch for capital letters. When the typing is finished release the feed 
rolls and pull the stencil out and remove the carbon sheet. Go through the carbon work to 


discover any typographical errors. 


Errors may be corrected as follows:—Apply а fluid known as Correcting fluid with a 
brush just over the error, so as to close up the perforation and allow it todry. The correct 
letter can now be re-typed. Ifa whole paragraph is to be corrected or altered, cut out the 
faulty portion with a sharp knife and re- type the paragraph on another piece of stencil and cut 
it out to a size so that it may not only fit in the opening of the original stencil but also overlap 
а bit. This process is known as grafting. Apply varnish to the edges and affix the graft to 
the stencil. 


If it is desired to add signature or any other matter by hand, place a silk plate between 
the stencil and the carbon sheet and write with a stylus pen. 


E dx The stencil is now ready for setting up on the duplicator. There are several duplicators 

| in the market, both flat frame and rotary duplicators. Тһе typist should study carefully the 

book of instructions supplied with the particular kind of duplicator used by him and get himself 
familiar with the several adjustments and working of the duplicator. 


ROTARY DUPLICATOR. 


Е : It is not necessary here to go into the details of the working of each duplicator, as any 
| amount of theoretical instruction will not enable the student to take perfect copies, unless he 

- practically learns it on the duplicator under the guidance of a teacher or mechanic, But 
| the method can be described briefly as follows:—If it is desired to take copies on a Rotary 
Duplicator, place it on the table and uncover it and put the machine out of action by locking 
| the operating lever and make all the preliminary adjustments. Squeeze an even line of ink from 
Ше ink-tube SOME the а within half-inch of either end, and distribute the ink by turning 
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STENCIL CUTTING. 


the handle. Securely affix the stencil head-piece to the machine-studs or to any other frame 
work devised for the purpose. Let the typed side be towards the machine and the backing 
sheet outside. If a wax stencil is used, tear off the tissue sheet before fixing. Turn the handle 
slowly with one hand and rest the other lightly on the backing sheet, so as to make the stencil 
adhere to the carrier without creasing. Remove the backing sheet and see if the impressions 
on it are clear. Tear off the backing sheet at the place where itis perforated. Place the 
papers on the feed board carefully levelling their edges and place the receiving tray into position 
for receiving the copies. Use machine-cut paper for the copies. 


After making all these necessary adjustments, pull the operating lever and print the 
copies by turning the handle with an even motion. If the printing is notin the correct 
position it should be adjusted to the proper position. Тһе paper will now feed through the 
machine and fall on the receiving tray. After taking the first two or three copies on a blotting 
paper, perfect copies will be obtained. But if any part of the work appear faint, apply a little 
ink at the spot through the perforation from inside the cylinder. If the mistake be due to the 
improper cutting of the stencil, brush Developine over the part. The paper used for taking the 
copies should be of superior quality, preferably absorbent paper; otherwise it will cause smudging. 


If it is desired to fix the stencil on a Flat. Frame Duplicator proceed as follows:— Undo 
the clips in the printing frame and remove the top section. Place a porus sheet known 
as Diaphragm over the bottom section and then replace the top section and fasten it by 
stretching the clips. Place the stericil with the Backing sheet on the Printing Frame with 
the wax sheet upwards. Now close the frame and evenly roll the inked roller over the 
Diaphragm in one direction only till the stencil adheres. Remove the backing sheet and see 
if the printing on it is clear; if imperfect, take afew copies on a blotting paper. After the 
desired number of copies have been obtained, gently remove the stencil from the Diaphragm. 
The same diaphragm may again be used for fixing another stencil. 


By either of these processes it is possible to obtain a number of perfect copies in a 
very short time. 


EXERCISE ‘60. 


Cut out the following notice оп a Stencil and take fifty copies on a duplicator. 
NOTICE. 


Madras Legislative Council — Chamber of Commerce 
Constituency — Return of Election Expenses. 


__— س 


Notice is hereby given that Mr. Charles Edgar Wood, candidate who was returned 
uncontested for the Madras Chamber of Commerce Constituency of the Madras Legislative 
Council, lodged in the office of the Chamber of Commerce, Mercantile Bank Buildings, Madras, 
on the 5th February 1929, return of election expenses and declaration duly signed. It may be 


inspected at the above-mentioned office between the hours of 19 noon and 4 p.m. on any - 


working day before the 20th February, 1929. 


MADRAS, H. P. HEARSON, 
Б— 2—29. | Returning Officer. 
sn! JAGADGURU VISHWARADHYA 
ANA ВДЕ JNANAMANDIR 
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MODERN TYPEWRITING. 


CARE OF THE TYPEWRITER. 


The working life of the typewriter can be considerably prolonged by paying a little 
daily attention to it. By this it is not meant that the typist must be continually tinkering 
with the machine by means of a screw-driver or spanner. He should merely confine his 
attention to oiling, cleaning and keeping the machine free from dust. The adjustments of the 
vital parts made in the factory should not be interfered with, lest the machine loses its factory 


temper. 
The typist should have the following outfit :— 


. A long-handled bristle brush. 

. A type-cleaning brush. 

. A piece of clean soft rag. 

А duster. T 

. A piece of chamois leather or polishing cloth. 
. A small oil can. 

. А “Touch Oiler. 

8. А lady’s hat pin. 

9. А small screw-driver. 


SID от CO bo 


E Еуегу morning before commencing work, the operator should thoroughly clean the 
machine, by removing all the dirt from the intricate parts with the long-handled soft bristle 
brush. The dust from outer parts can be wiped off with the soft rag. The types should be 
cleaned thoroughly with the type-brush. If the types are very dirty, cover the keyboard with 
the duster to prevent the dirt from staining the keys, and apply a little quantity of petrol and 
clean the types by using a to and fro, rather than side . to side motion with the brush. Any 
types which are clogged due to the accumulation of dust, or of ink from the ribbon should be 
picked out with the point of the hat pin. Letters that have enclosed spaces such as, о, е, a, 8 
eic. require frequent cleaning. After this, remove the stale oil from the carriage rails and way 
rod with a piece of rag. А drop of oil should now be put on the way rod and carriage rails 
and the carriage moved to and fro in order to distribute the oil. 


| Wipe off all the superfluous oil as it catches dust and dirt and checks the smooth action 
of the carriage. All other frictional parts such as ribbon gears, escapement wheel and teeth of 
the rack, etc. should at long intervals be slightly oiled with the “touch oiler”. Use only the best 
typewriter oil and that sparingly. Remember that too little oil is better than too much. The 
_ — bright parts of the machine should be cleaned and polished with the piece of chamois leather. 
— - When the machine is not in use it should always be kept covered with a rubber dust proof 
— cover in addition to the metal cover, in order to avoid dust from settling on it. 


Do not drag the machine, nor lift it by the carriage. The best way of carrying the 
— machine is by taking hold of the baseboard. То safeguard the machine during transit, the 
| Carriage should be tied securely by means of strings and the space in the type basket should 

he filled with pieces of paper rolled up, to prevent the type-bars from rising. 
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Questions. 


. Describe the method of arranging the carbons and sheets of paper where three carbon 


copies are required. How would you correct an error (a) if discovered before removal 
of the sheets from the machine (b) after removal while taking carbon copies? 


. Compare the advantages and disadvantages between press copying and carbon duplicating. 
. What letters have elements i in common. 

_ In what circumstances are lower-case letters used to represent Roman figures ? 

. Express in words and in Arabic numerals the values of — L, CV, ШУТ, XXIV, ССП, 


MOM, MCMXXXV, DV. 


. Express the following in Roman figures | — 9, 29, 47, 99, 505, 1020, 3071. 

. For what purpose is the underscore used in typewriting ? 

. What is the first essential in envelope addressing ? 

. Type addresses suitable for а Member of Parliument, а business house, а Government 


Official, а Duke and а Clergyman. 


10. Why should the upper half of the envelope be left free from writing? 

11. Where should special directions such as “Personal” “Urgent? ‘Confidential’ etc., be 
typed on an envelope ? Give reasons for your answer. 

12. If your machine is not fitted with special characters, how would you type the 
following: — $! = * $ 

18. Type the symbols that are used to represent the following:— minus, dollar, inch, 
degrees, per centage and division. 

14. What is meant by the term “combination characters "? Give examples. 


ЗОН р BE 


. Can a word of say, four letters be accommodated in the space occupied by а word of 


three in & line? If so, state how ? 


. How would you arrange for the type to fall on ruled lines ? 

. What is variable line spacer, and for what purpose is it used ? 

. How сап a character be written above or below the line? Give three examples. 

. Describe the press copying process. 

. How can typewriting in various colours be done without using different ribbons? 

. What are “record,” “copying,” and t*bi-chrome" ribbons, and what purpose does each 


serve? 


. Describe the stencil process of multiplying copies of type-written matter. 
. Name the various methods of duplicating typescript, and describe briefly the modus 


operandi of two such methods. 


. In a stencil how can (a) faint impressions be improved, and (b) spots, cracks or оа 


defects remedied (с) punched out characters e.g. “0/5” be filled іп? 


. How can type be prevented from clogging with wax when cutting stencil ? 


What are. chief points to be observed in keeping a typewriter in good working condition? 
What precautions should be taken as regards oiling; ? 
What should be the first duty of the typist each дау? 


. Name the materials required for cleaning and oiling ? 
. What kind of ribbon should be used for work Which is риву: to be exposed to а moist 


atmosphere. 
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СНАРТЕК ІУ. 
INVOICES AND ACCOUNT SALES. 


An invoice is a statement setting forth full particulars as to the quantity, quality and 
description of the goods sold with their price. Invoices are of two kinds; Inland and Foreign. 
In addition to the particulars contained in the Inland Invoice, the Foreign Invoice states the 
marks and numbers of the packages and the name of the Steamer carrying the goods. 


An Account Sales is a statement sent by the agent to his principal after effecting the 
sales, showing the amount realised and the net result after deducting the commission and other 
expenses attending the sale. 


Separate printed forms are kept for these documents like ordinary letter-heads. The 
typist has only to fill in the necessary details. But in schools where students cannot get such 
forms, they are also to type the necessary headings.  Single-ine spacing is generally used in 
figure work. Horizontal lines may be made by means of the underscore or hyphen; but рег- 
pendicular lines for columns must be made with pen after removing the sheet from the machine. 

When fractions not provided on the machine are required, they may be filled in with a finely 
pointed pen in the same colour of ink as the typescript, after finishing the exercise. То 
facilitate reading, leader dots may be used to fill up spaces; but care should be taken to use 
them as sparingly as possible, or they will mar the beautiful appearance of the -work and also 
indent the cylinder. аа 


Study the following invoices carefully and type as instructed. 
EXERCISE 61. 


Set the marginal stops at 10 and 75 and keep single line spacing. Use underscore for 


| érawing lines at the foot of the amount column. 


The Carnatic Studio, 


Mount Road, ; i (To day's date.) 


Madras. 

15 20 | 50 60 

| | | | 
Rate Rs. А.Р. 
4 Artists Brushes 1/8 в оо 
2 Automatic Pens -16 012 0 
.1 Binoculars 15/8 i5 8 O 
12 Developing Dishes 1/14 22 8 0 
3 Drawing Boards 4/12 14 4 0 
10 Ground Glass Screens 0/10 6 4 0 
6 Magnifying Glasses 3/8 21 0 0 
— 5 Negative Storage Boxes 4112 25 12 0 
_ 20 Printing Frames 41- 80 00 
210 Students’ Colour Boxes 718 75 0 0 


| 


` Ез. 265 0 0 
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EXERCISE 62. 
(Insert to-day’s date) 
Mr. James McNally, 
14 Lovedale, 
Ootacamund. 
Rate. Rs. A. P. 
No. 265 6 Best Sheesham Badminton Presses 218 15 0 0 
Ко. 165 2 The Oriental Polished Mulbery 
Badminton Presses 5/4 6 8 0 
No. 238 4 Challenge Table Tennis Strung Rackets 1/6 5 8 0 
No. 102D 1 Ping-Pong Net 1/- 1 0 0 
Мо. 127Е 12 Glazed Balls, The ‘‘Perfecta’? -|5 2 4-50 
No. 776 5 ‘The Resista’’ Cricket Bats 7/8 37 8 0 
No. 531F 1 Sandow’s *'Embrocation?? 17/- 17 0 0 
No. 655 3 Superior Ash Trapeze Bar. 8/- 24 0 0 
Rs. 108 12 .0. 
EXERCISE 63. 


(Insert date). 
Messrs. 5. M. Eusuff & Co., 
Powerpet, 
Ellore. 


Gentlemen, 
In response to your enquiry of the lOth instant, we have 


the pleasure to send you herewith the following particulars 
аз required by you:-- 


Rs. A. 

10 s is 
Acid Pro-gallic Crystal АСЫ per 1 oz. bottle 014 
Alum Powdered son ses э» 1 lb. packet 0 4 
Amidol* Ses >> l oz. bottle 1 0 
Ammonia Suophocyanide AES $3 as 0 6 
Gold Chloride ss озо ;, 15 grain tube 2 6 
t Do 200 ees » 9 7% ээ 1 6 
Hydrokinone n = gg, loz. bottle 0 12 
- Metol ac ax $54 c 1 4 
Potass Bromide cei NES Sts 0.6 
Do Meta-Bil pul phine we a ais 0 5 
Soda Carbonate Dried.. sis >, 1 lb. tin 014 
>», Sulphite San qut 52% SS 1 0 
з» Hyposulphite соо ver ne 35 0 4 


Awaiting your favours, 


We remain, Gentlemen, 
Yours faithfully, 
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EXERCISE 64. 


Miss Alice Joyce, 
Golden Rock, | (Insert. date.) 
Trichinopoly. 
Dear Madam, 


` With reference to your enquiry of yesterday's date, we have pleasure in submitting the 
following price list of coloured prints. The prints in every case are of the very best quality. 


Coloured Prints. Size of Print. Including Mount. Rs, А.Р. 
Inches. Inches. 
Melody : .94 x 18 . 41x 81: 5 0 0 
Fashion’s Favourite 18} x 23% 274 х 36 812 0. 
A Daughter of Eve 18i x 23} :9T$ х 86 3 12 0 
The Dancing Lesson 17% х 22% 97% x 313 3 12 0 
The Swing | . 183 х.9% . 27% х 81% 3 12 0 
Musidora 21 x 16% 82 х 24 15 0 0 
La Pensierosa `95 x 18 84 x 97 | 4 8 0 
| Sailing Ships 154 x 11} 31 x 17 112 0 
M I will give you Rest 303 x 17 43 х81 14 10 0 
222 Steps in Tunes : 18 x 12 set of 9 8 8 0 
& Moonlight Scenes 18 x 10 set of 4 | 1 8 0 
x The Guests Arrival 
“3 Ths Love Note | 184 x 10 Ма юар 
а _ Awaiting your orders, which shall have our prompt attention, 
p | х We are, 
E : Yours truly, 
в: | EXERCISE 65. 
_ Mx, Е. G. WEBBER, x 
254% Peterborough. Victoria Street, 


Bristol, 26th March, 1935. . 
Bought of Е. 8. & A. ROBINSON, | 
-Paper-bag Makers. 


5: Net. Per L. M. & 8. Ry. Co. 


Particulars. Rate. £ в.а 

2 16 lump pink bags printed 11/- 1 2 0 

4,, Buff Moist do. 8/6 114 0 

2, do. do. 6/6 013 O0 

A 9, Moist Blue do. $/6 017 0 
и. до. 6/6 0 6 6 

| T , Flour Bags lithoed in green 110 0 

pe Reams Thin “Р Рарег 5 0 0 

Es “1 0 0 
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INVOICES. 


EXERCISE 66. 
INLAND INVOICE. 
Telegrams: “SYPHON” Madras | Codes Used: A.B.C. 5th & Private. 
CENTRAL SCIENTIFIC SUPPLIES Со., . 
COMPLETE LABORATORY EQUIPPERS. 


5 14 Perianna Maistry St., 
George Town, Madras, 
NOE a a 19 3 


To Messrs. M. Venkatachalam & Co., 
Bazaar Street, 
Bezwada. 


М.В. Interest at 12 per cent per annum will be charged after one month.. 
S. No. Particulars. К Amount, 
| Rs. А.Р. 
| 


1 | Hydrochloric acid commercial iet po oou 3 12 


Containers for above assi аа 114 ; 
2 | Acid Nitric commercial ді $e чы 8 Ив. | 10 0 0 
Containers for above sess OO as I 4 9 
3 | Zinc rods for Leclanche cells 2 pints ee E 6ony| 8 0 0 
4 | Magic Lantern Plano convex condenser 4° English make .... : lonly| 3 4 0 


5 | Copper heater for specific heat experiments, with water 
tight cork, hard glass wide test-tube and outlet tube ...|. 8 only 20 0 0 


.6 | Spare 10 mgr. weight sai Gu аш 1 doz. 1- E305 


44 
; Less 10 per cent discount .... 4 


—————————————————————_—————_————————— 


E. & O. Е. 
FOR THE CENTRAL SCIENTIFIC Co., 
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= EXERCISE 67. 
FOREIGN INVOICE. 


Ў ` INVOICE of 5 bales of Grey Dhooties shipped by the undersigned per S. S. « Victoria" 

n Liverpool to Calcutta, by order and for account and risk of Messrs. Bunder 
3 & Co., Calcutta. UR pu 

No. 1,400. | B[L dated 20th January, 1985. 

No. Insurance effected here. 


2 вн 
| Grey Dhooties $ in. Colour border. | 

ірі i 900 prs. 42 іп. “2/10 yds. 17 x 15, 60/10 500 T. No. 

= == } 900 prs. 44 in. 5 


“| 4 Bis. 1600 ., same р 
‚15 ВБ. 2000 , 61/95 average 132 16 3 
ІЛ? : 217 8 6 5 
Sia uc ұра ОНО 
` | Packing 5 bales . Q9 | 800 
_ | Freight on 58 ft. 9 in. @ 82/6=2 7 8 
( 107 4 9 219 5 


р 
1 
ДЕ 
E З 


CHARGES. 
pping charges E an 0 210 
3% Telegrams = ge 0 14 0 
| Postage and Bill Stamps sis uer eas 0 6 0 
Fire Insurance on £129 3s fupcr 0 14 
‘Insurance on £150 (0) 5/9% less 5 & 107 & 
0 Till 946 


£138 14 4 
Commission 9$ 7 Wis 8 9 5 


Stamped Two-headed Swan. 
it 21 cwt. 


Е &О.Е. 


ALFRED MARSHALL & Co. 


мы 


Е: 


ACCOUNT SALES. 


EXERCISE 68. 
ACCOUNT SALES. 


. ACCOUNT SALES of 1 Case White Mulls, received per б.б. “ Clive” from Messrs. Herbert 
Jill & Co., Glasgow and sold by the undersigned, on account and risk of the consignors. 


Terms: 1% per cent. discount and 60 days’ prompt, @ 6% per annum. 


Sold 25th January, 1935. Received in Godown, 15th July 1934. 


| SHIPMENT. 1950. | Rs. А. Pj Rs. А.Р. 
| 
11 case White Mulls Containing 189 pee @ Rs. 1/8 
B | per piece ... 283 8 0 
| Less allowance as per Invoice -— | 10 2 0) 
J В Ene | 
| Rs. .. 278 6 0 
| 147 Discount, as per agreement ros „1 4 4 8 
—— 99 1 9 
CHARGES. | 
To Bunder Fee, @ annas 2 per case „0-90 | 
э Landing, Clearing, Cart and Coolie hire, and 
strong in Godown, &c., @ 19 annas per case „. 019 0 
» Warehouse Rent for 7 mos., @ annas 4 per case 
per mo. a -| 112 0 
» Fire Insurance, 3% рег mo. . for 7 mos. as 2: 9038 
» Commission, 237 on Rs. 988/ 8/- aj 1-1 Ol 12 85 
Net proceeds, RS.  ...| 956 14 4 
| 
» Int. on Hs. 256 14a. 4p. for 51 days, @ 67; | 
per annum ЗІ 9 ОД 


То the Credit of Messrs. Herbert ІШ & Co., for 
1 Case, Shipt. 1250 


———- 
E. & О. E, ! 
Madras, 30th Jam, 1985. | BROWN, JONES & BROWN. 
General Manager. 
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CHAPTER V. 
TABULAR STATEMENTS. 


Tabular work consists of typing statements containing money columns, financial and 
statistical tables, etc. 

Much time is wasted by students in moving the carriage from one column to another 
by the operation of the Space Bar. In order to obviate this loss of time, every machine is 
equipped with a tabulator, the purpose of which is to bring the carriage instantly to а pre-deter- 
mined writing point by one stroke on the Tabulator Key, The Tabulator Key should not be 
operated in the same manner as the other ordinary character keys. It should be kept depressed 
and held firmly until the movement of the carriage is arrested by the tabulator stops. The 
harder the key is depressed, the slower will be the action of the carriage. 


There are three kinds of tabulators in use, and every machine is equipped with one 
: of these devices. 


оона, 


1. The Self-Starter. This is a great time-saver in indenting paragraphs, writing of the date, 
= address and subscription in business letters, and typing columns of figures etc. in tabular work. 
| This is operated by means of the five circular keys situated at the top of the Keyboard. Just 
behind the paper table there is the tabulator rack on which there are five stops numbered in 
order. These are adjustable and can be set at any desired point. 


For typing business letters the stops should be set in order at 15, 20, 35, 40 and 55th 
degrees. Ву a single stroke on the fifth key, the carriage slips over all the stops and is 
immediately brought to the 55th degree, which is the writing placé for date; by the operation of 
the first and second keys, the second and third lines of the address can be typed. By the 
operation of the third and fourth Keys the carriage can be made to jump to the 35th and 40th 
degrees for typing subscription. A little practice with these Keys will soon enable the operator 
to bring the carriage instantly to any writing position. 


UE д. The Single-Key Tabulator. This device consists of a single Tabulator Key which 
~ performs the work of five keys as in the Self-Starter. There are five stops, which can be 
placed at the required positions on the Tabulator Rack. For example, if it is desired to stop 
the carriage at 15, 20, 35 and 55th degrees, set the stops at these degrees respectively On. the 
abulator scale and depress the Tabulator Key. The first depression would stop the carriage 
EU at 15, the second at 20, and soon. With this kind of Tabulator it is not possible to jump 
ES directly to any particular stop; but if it is desired to advance the carriage to the 35th degree, 

.. the key must be depressed three times, till the carriage is arrested by the third stop at the 
= 35th degree. 


8. Тһе Decimal Tabulator. The decimal tabulator brings the carriage instantly to the 
fing point in each column where the writing is to begin, “whether, this be units 
ns column, hundreds column, or any other. Itis used in typing money columns, 
on of bills, schedules etc. 
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Machines equipped with the decimal tabulator have a row of 10 keys located at the top 
of the Keyboard. The scale representing the numerical value of each key is placed directly 
behind the Tabulator Keys. 


The decimal tabulator in Remington is composed of two general parts; the tabulator 
rack, on which the stops are placed, and the actuating mechanism, composed of the ten keys 
and their connecting levers and plungers. 


To set the tabulator for writing “ Rs. a. p. " columns, place the paper in the machine, 
and move the carriage to the place of writing the pies unit. Then strike the key marked 
« Tab Stop Set", which, by means of the connecting mechanism forces one of the stops into 
the proper operative position on the rack. If more than one money column is to be tabulated 
the same procedure should be followed using one stop for each set of “ Rs. a. p.” columns. 
The machine is ready for commencement. : 


When it is necessary to clear the tabulator stops where a new set-up is required, move 
and hold the tabulator stops clearing lever forward and move the carriage {0 and fro by means 
of the release levers. This causes all stops to be returned automatically to their inoperative ^ 
position. 


Suppose if it is desired to tabulate — 


. The column can be set at any desired place to suit the size of the paper. If it is 
desired to type the pies unit at the 70th degree on the scale, move the carriage to the 70th 
degree, and press the « Tab Stop Set” Key, by which the stop at the 70th degree comes out 
into proper position on the rack. After setting the stops, press down the first key (marked ІР) 
and the connecting mechanism is thrown into action permitting the carriage to escape till 16 is 
stopped by the tabulator stop at the point at which the pies-unit should fall. This applies to 
all the keys as each one is indicated on the tabulator scale the exact point to which it will 
move the carriage. 


Rs. A. P. 

In the above example, press the first key (marked 1P) and 

write 4 Ps. cra Е 4 
Press the second Key (marked 10Р) and 10 Рв. ; 10 
Press the 4th key (marked 1 a.) and write 5 as. and press 

the 2nd key and write 10 ps. 5 10 
Press similarly the 5th Key (marked 10 as.) and write 12 as. 

then press the second Key and write 11 Ps. 12 п 
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MODERN TYPEWRITING. 


` To begin the units of Rupees column, press the Tth key 
‹ (marked Re. 1) and write Rs. 9; press the 4th key and 
| write 5 ав. and press the second key and write ll ps. 
and so on, till the desired column is finished. 0 5 Ш 


Similarly, апу number of columns involving any number of figures can be easily tabulated. 


Before commencing the tabular work, ascertain the greatest number of characters 
(including blank spaces) occurring in each column. Leave sufficient space for each column 
with reference to the total space available for typing, and set the tabulator stops accordingly 
and commence typing. 

Type the following exercises using tabulator stops, noting carefully the instructions given at 


the head of each exercise. 


EXERCISE 69. 


Set the marginal stops at 10 and 70. The number of spaces available for typing is 60, 
which, divided among the three columns gives 20 spaces to each. Тһе first column should be 
commenced at 10; the second column 10 plus 20 = 80; and the third column should be similarly 
commenced at 50. The tabular stops should therefore be set at 30 and 50 for the second and 
third columns. The heading should be written in capitals and centralized. 


HIGH-CLASS WINSOR & NEWTON’S MOIST WATER COLOURS. 


Antwerp Blue Napples Yellow King’s Yellow 

Brown Ochre Oliver Green Pink Madder 

Blue Black Prussian Blue Purple Madder 

Burnt Siemna Venitian Red Mars Orange 

Chrome Deep 2 Vandyke Brown Lemon Yellow 

Emerald Green Alizarine Crimson Terre Verte 

Hooker?s Green Brown Madder: Rose Madder 

Lamp Black Indian Pink ` Scarlet Lake. 
M EXERCISE. 70. 
524 | The following Statement contains four columns. Set the marginal stops at 10 and 75° 
The number of spaces available is 65. The longest word in each of the figure column contains 
© about 10 spaces, and so leave 12 spaces for each of the figures column. Subtracting 36 from 


we have 29 spaces, for the Іні column. Set the tabular stops at 39, 51 and 63rd degrees. 
the heading and type in capitals. The headings in each column should also be similarly 


ith reference to the space available for each column, 
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TABULAR STATEMENTS. 


DIRECT EXPENDITURE ON EDUCATION BY SOURCES, 1911-12. 


7 Provincial Municipal | ; 
Province. Rerendes: funds. | Total. 
EO EPI А. 


Ез. Ез. Кз. 
Madras “> .. 26,84,200 2,69,025 29,535,229 
Bombay awe .. 98,24, 289 9,38,011: 47,62, 500 
Bengal ses ..| 28,82,710 1,49,144 $0,251,854 
United Provinces... ..| 19,91,8698 5,14,724 25,06,617 
Punjab 59% ..| 11,20,779 2,67 ,587 13,88, 360 
Burma, 24% ..| 10,80,156 5,16,545 13, 96, 701 
Eastern Bengal and Assam ..| 10,89,5984 56,940 10,76,533 


Central Provinces and Berar ... 6,15,119 2,26, 971 8,42,170 
Coorg Je 7 28,415 2,227 50,640 
North-West Frontier Province 31, 570 51,850 85,420 


pM MUN enl 


EXERCISE 71. 


The following statement contains five columns. Setting the stops at 10 and 75, we 
have 65 writing spaces. Count the largest number of letters in each column and subtract the 
total of columns from 65; the remainder will be the blank space. Equally distribute the space 
for drawing lines between each column. Now, set the tabular stops and commence typing. 


Use back spacer where necessary. 


LONDON BOROUGH. 


——үү—ү——————<————— 


BOROUGH. | POPULATION. 


ALDERMEN. ACERAGE. 


‘COUNCILLORS. 


Battersex 167,695 9 2,169 
Bermondsey 119,455 9 54 1,506 
Bethnal Green 117,238 5 54 755 
Camberwell 267, 235 10 30 4,450 
Chelsea 65,700 eb 60 650 
Deptford 112,500 6 56 1,574 
Finsbury 76,019 9 54 588 
Falham 157,944 6 56 1,701 
Greenwich 100,495 5 50 3,857 
Hackney 222,159 10 60 5,299 


ا ا ا 


(Key to MS. Ex. No. 31 Р. 26). 
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EXERCISE 72. 


The following statement contains seven columns. Count the number of characters of 
the longest line in each column containing figures and leave sufficient space for each column. 
Do not cramp the work and overlap the columns; but:space freely and at the same time leave 
sufficient space for the margins. Vertical headings may be typed by folding the paper and 
inserting it sideways into the machine, The signs for plus and minus may be made with the pen. 


(Area in hundreds of acres, i.e., 00 being omitted. Yield in hundreds of 
bales of 400 № lint, i.e., 00 being omitted). 


Percentage of the esti- 
mated yield per acre in 
the current year to the 
normal yield per acre. 


Estimate of the area 
sown with cotton from 
lst April up to the 


Increase (+) 
or decrease (—) 
of the area in 
column (8) as 
compared with 

the area in 

column (4). 


District. 


Irrigated. | Unirrigated. 


6 | 0 | o 
Асв. 

Madura ..| 28,0 | 119,7 | 118,0 + 1,7 100 100 
Ramnad | 16,0 | 188,3 | 159,0 — 95,7 100 100 
Tinnevelly ..| 9,0 | 177,0 | 154,0 + 98,0 100 100 
Total ...| 48,0 | 430,0 | 481,0 = 10 . 100 100 

Chingleput „| Nil | Nil | Nil Nil. m 
South Arcot m 6! 10 8 + 9 100 
Chittoor „.| Nil. | Ni. | Nil Nil. | eM 
North Acrot Xy 1 2 3 - 1 e 100 
Salem | 2,40 | 48,0 | 59,0 — 110 100 100 
- Coimbatore ..| 5,85 | 9900 | 971,0 + 19,0 100 s 

 "Trichinopoly ..| 1,02 | 31,6 | 99,0 + 9,6 100 1 
Tanjore _.| Nil. | Ni | Nil Nil. Ұр” 
el = 1 2 2 Nil е To 

_ South Kanara в д 2 Nil. 1 

M » Й Ja .. 5 а ——— a = 
Total ...| 98,7 | 371,2 | 360,5 | 10,7 100 100 
тыз шры | ee p ИКС Ер ы с сг 
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THE BALANCE SHEET. 


A Balance Sheet is a statement setting forth the different items, viz., assets and liabili- 
ties as well as the capital of a concern as at the end ої any given period. The assets are 
marshalled under distinct headings on the right-hand side and the liabilities and capital are 
shown on the left-hand side. 


In typing Balance Sheets foolscap size paper is generally employed. The full sheet 
may be inserted in a brief size machine and the matter displayed between 0 and 120 degrees. 
When a brief size machine is not available it may be typed on a foolscap size machine, by 
first typing the assets on the right-half'of the sheet and then the liabilities on the other after 
taking out and re-inserting the paper if uncut or full-size paper is used. 


The heading must be counted and halved as near as possible without dividing the 
word; the first half should be typed on the liabilities side, commencing at such а place so as to 
get the last word to the edge of the sheet. The second half of the heading should be typed on 
the assets side commencing close up to the edge of the paper. 


The whole heading must be typed in capitals, or capitals spaced, and the sub-headings 
should be similarly centered and typed in small letters with capitals for the initial letters of 
the chief words. The columns should be carefully counted, the spaces duly allocated, and the 
tabulator stops set accordingly. 


The longer half— no matter whether it be assets or liabilities side — must be typed 
first, so as to ascertain the correct position for totals, drawing rules, etc. When completed, 
the sheet must be removed from the machine and light pencil ticks inserted on the other sheet 
во ав to indicate the respective positions of the lines, headings, totals, etc. which must balance 
with the corresponding lines on the sheet just typed. The second sheet should now be inserted 
and the heading and the Auditors’ report should be made to join without a break so as to make 
the items match. 


Before commencing to type the Balance Sheet, type the Auditors’ report on a separate 
sheet so as to correctly set it on the Balance Sheet. Туре the odd lines on the liabilities side, 
and the even lines on the assets side. 


After finishing the Balance Sheet, whether full-size or cut foolscap sheets are used, lay 
the two sheets on the table properly arranged, and with a ruler draw the necessary lines with 
red ink. 


The whole Balance Sheet from the top heading to the Auditors’ certificate should be 
properly centered with equal top and bottom margins, and well-displayed by judicious spacing 
between headings and sub-headings. АП figures in the money columns should be properly 
punctuated. 


When typing Profit and Loss Accounts or Income and Expenditure Accounts, set Е 
the profits or income on the right-hand side and the losses or expenses on the left-hand side. 
The word ‘ Debtor’ (Dr.) should be typed at the beginning of the left-hand side and the word 


t Creditor ° (Cr.) at the end or the right-hand side. Тһе totals on both the sides should be 
evenly balanced. 
5 
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MODERN TYPEWRITING. 


Set out the accompanying Balance Sheets on two separate sheets, so that the items may match. 
EXERCISE 73. 


THE DISTRICT BANKING COMPANY 


Balance Sheet аз at 


ни 
Liabilities. 


Ез. А. Р. Rs. A. P. 
Capital E id .| 20,00,000 © 0 | 

Reserve Fund 555 .. 18,05,000 0 0 
Reserve Capital bes “| 20, 00, 000 0 
Rupees ..| 58,05,000 0 0 
Capital paid up 55; ..: 20,00,000 0 0 
Reserve Fund 525 ..| 18,05,000 0 0 

58,05,000 0 0 

Bills in succus WEN “Ae aes 7,88,465 6 10 

Deposits and other Liabilities  ... 2,42,84,845 15 9 

Profit and Loss Account =: 2,09,558 8 9 


У . 


— aeamaa 


Rs.|2,90,87,847 15 4 


EEE ————— ee 


Harnault, | 


14th November, 1926. 
We hereby certify that we have examined the bills, compared the 
Banking Company of Harnault, Limited and have compared the return of 


various items &s specified in the foregoing Balance Sheet, are to the 
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THE BALANCE SHEET. 


OF HARNAULT, LIMITED. 
313% December, 1925. 


Assets. 


Кз. А. P. Кз. А. Р. 

Coin ала Bullion in hand ..| 40,458,958 9 2 
Cash а% Bankers o0 ond 88,746 12 5 
Australian Commonwealth, Ltd. .. 28,05,102 0 
Money а% са11 and short notice ... 7,735,055 0 0 
British War Loan Stocks and 

Government and > 

. Securities ..| 96,24,500 0 0 

Bills Receivable and Remittances 

in Transit 25% «| 19,20,026 5 1 
Notes and Bills of other Banks ... 1,05,486 10 


Amount due for Advances 452 6,753,040 41 


Bills discounted and all debts aus 
to the Bank 1,44,65,017 5 5 


Bank Premises and Furniture 5,88,945.0 0 


Rs.|2,90,87,847 15 4 


А. ALERT, Chairman. 
B. BEST, Manager. 
| C. CREST, Accountant. 
Balances and counted the Coin in the Head-Office of the District. 
the branches and hereby certify that the amounts shown against the 
best of our informations and explanations given to us, correct. 
Ј. SMART AND COMPANY, 
25-11-1926, 
Auditors. 


67 


CC-0. Jangamwadi Math Collection. Digitized by eGangotri 


"MODERN TYPEWRITING. 


EXERCISE 74. 
DUBLIN SOCIETY OF 
Income and Expenditure Account 
EXPENDITURE. 
EE ҙә... ... 
£ з. аз 
g, stationery and sundry expenses en 224. 15 в 
о Secretary for special expenses сод 10 10 O 
ium to late Secretary ... dies acr 5 5 0 
on Annual Dinner ... сос ... її 6 8 
and receipt stamps T d ves 8 2 10 
ges, Telephone and Miscellaneous expenses $$ 15 4 
or best **Ten minute paper’’ and Golf 
ion ... 2 see eco ... 6 3 ó 0 
' Income over Expenditure carried to Balance 


2% ai t sal sb диге Uc 


BALANCE SHEET AS AT 


al 


- LIABILITIES. 


2 ала Expenditure Account:- 


$1st August, 1981 
ome over expenditure for 


jt 


"THE BALANCE SHEET. 


CHARTERED ACCOUNTANTS. 


for the year ended 515% August, 1952. Cr. 
енеме Е у 
INCOME. 

£ S. d. 
By Membership subscriptions T ёз 88% 54 0 0 

Grants from Institute of Chartered Accountants in 
Ireland ees ves 25% eae 25 оо 
Miscellaneous receipts... 55% ales "Ss 0 2 со 


31ST AUGUST, 1932. 


ASSETS. 
Ше oo o o _  _ 
| | 5 з. d. 
Сазһ in Bank 7 77; 50 оос 55 5 10 
Stock of stationery on hand ise vss өзі 22-212 FO 
Subscriptions due diate 55% ve ee sei 8 15.6. 
Sundry assets (аз per schedule) at cost  ... «di 5 5 8 


books, records and vouchers kept by the Secretary and hereby certify 


J. SIDGEWICK Char 
T. CONDREN FLINN, | А artered — 
(Key to MS. Ex. 64 р. 58). Joint Honorary Auditors. J “Ccountants 
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EXERCISE 75. 
HOPE BROTHERS, LIMITED. 
Capital & Liabilities. £ 5. | d. £ 8. | 4, 
N S i 


CAPITAL authorised and issued 


300,000 5% per cent. Cumulative Preference Shares 


of £1 each, fully paid js ..| 800,000} Oj; 0 
300,000 Ordinary Shares of £l each fully paid ... 300,000 | 0| 0 
Sundry Creditors on open accounts (including EES 
£1,971-8-5 Benevolent Fund) ... es tes 98,219 | 9 6 
Unclaimed Dividends | 109 
Sinking Fund for Redemption of Leases sn v. жө 8,464 
Special Reserve Account, not divisible wf 11,798; 0| 6 
Reserve Fund = n | 19,000 | 0 


| АА EE 30,798 
PROFIT & LOSS ACCOUNT — 


Amount brought forward from previous year . .... 49601 9| 8 


Add Balance as per Profit & Loss Account being 
net profit for year to date T 


Less Interim Dividend paid — 
'On Preference Shares 
. On Ordinary Shares 


mU "We have audited the above Balance Sheet and have obtained all the ES and 
а. We аге of opinion that such Balance Sheet is properly drawn up во ав to exhibit æ 


ook, London E. О.,) | C. F. KEMP, SONS, & Co., 
November, 1909 Auditors. 
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THE BALANCE SHEET. 


BALANCE SHEET 31st August, 1909. 


Property & Assets. | & в. | 4. £ s. | d. 
Cash at Bank on Current Accounts £ 7,418 10 7 
On deposit x 17,050 00 
cum | 24,468 | 10 7 
In hand у ue aii 2,287 4| 10 
ااا‎ 26,155 | 15 5 
Sundry Debtors, less Reserve for bad and doubtful 
debts == s we eis 4,281 5 T 
Stock at or under cost as per certificates of the 
Company’s Officials .... aes one E 115,301 0 1 
Freehold, Copyhold and Leasehold Premises, Shop : 
Fittings, Fixtures, &c., as on 31st August, 1908, 
with alterations and additions since made ..| 209,344 6 1 
Less written off Alterations, &c., and for Depre- 
ciation of Shop Fittings, Fixtures, &c. "s 5,940 5 5 
ў ||| о 8 
Goodwill .... " гга ve - 915,079 | 16 6 
Rent, Rates and Taxes, Insurance &o., paid in so 
advance 2,455 | 15 1 


2 687,996 | 18| 4 


explanations we have required. 
true and correct view of the state of the Company's affairs e to the best of our 


G. W. BALFOUR, 


H. G. CLARKSON, } Dir 500, 
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" EXERCISE 76. 


Set out the following statement of Profit and Loss Account on two separate sheets, so that 
the items may match. 


THE TATA HYDRO-ELEOTRIC POWER SUPPLY COMPANY, LIMITED. 
Statement of Profit and Loss Account for the year ended 30th June 1996. 


Dr. 
Rs. А. Р. 
To Operation Charges | єз а ... 6,59,185 6 7 
ә Interest on Debenture Loan dm Ea e. 6,19,542 АБ 
» Interest (General) € $e .... 4,80,781 2 6 
», Directors’ Fees cm m je 6,940 0 0 
ә Auditors’ Fees nes 3,500 0 0 
; General Expenses including Office "Establishment Salaries, 
Postal and Telegraphic а ee and Bp 
Charges, etc. 2% 97,772 Зе 
» Agents’ Commission ve ^ a. 14888992 18 6 
» Income Tax and Super-Tax (1925-1926) S ... 138,487 6 4 
» Depreciation on Buildings, Plant, Machinery eto. .... 1,00,000 0 0 
E » Depreciation on Investments |... Г. 1,85,000 0 0 
E ; Expenditure on Special Works written off (Part of 
Rs, 4,82,301—14—4) ех .. 190,575 14 4 
30,63,577 3 0 
» Balance 25 ms Su wee 19,829,984 5 4 
F Total Rupees .... 50,46,511 8 4 
. Е Сг. 
ез By Charges for Electrical Power Supplied X .. 49,017,186 8 4 
e » Rentals on Plant and Equipment 35; e 99,517 а) 4 
ES. » Interest, etc, .. .. 59049920] 1 8 
E. ` ر„‎ Commission VOS to the Company, for the year ended 
ERE 30th June 1925 . a Pt 50,000 0 0 
» Share and Debenture Transfer Rees е 242 5,086 0 0 
э Dividend on Shares ges c .. 10,500 0 0 
| FIM EQ UNT 
Total Rupees ... 50,46,511 8 4 


سے 


We -o А that the above is a true and correct account of Profit and Loss for 


P Directors. 
КЫ; 
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DISPLAY WORK. 


EXERCISE 79. 


PARTS | & 2 NOW OUT 
PITMAN'S 


BUSINESS MAN'S GUIDE : 


COMPLETE IN ABOUT il WEEKLY PARTS. 


Now is the time to make sure of getting the Parts Regularly as Published ! 


ALL READERS OF тал Journal should take this opportunity 
to get this world-famous Business Man's Guide. It is an 
indispensable reference work for all who are en- 
gaged in commercial or professional offi- 
ces and for all who are studying: 
for office careers. 

——о:— 

Every. detail of 
information related to com- 
merce, shipping, banking, finance, 
insurance, etc. is dealt with, either briefly 


or fully, enabling immediate reference to Бе made. 


ре ее 


Examination candidates will find the Work а Боов, 


— 


EACH PART 4d. net. 48 PAGES. 


Order from-your Newsagent to-day. 
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EXERCISE 80. 
ооо оне 
А Series of Lectures 


on 
BRITISH EMPIRE TRADE 
will be given on Mondays &t 5-30 p.m. аз under: 


4 Indian Section: 


Monday, March 17. 
**Tndian Transport & Communications}. 


by 


SIR CHARLES H. ARMSTRONG. 
(Chairman of the Great Indian Peninsula Ry. Co.) 


Monday, March 24. 
**Indian Industrial Ехралвіоп”” 
by 
SIR C. EARNEST LEE, K.C.I.E., I.C.S. (Retd.) 


Monday, April 7. 
**Tndian Trade.’? 
by 


Н. A. LINDSAY, ESQ., C.B.E., I.C.S. 
(Indian Trade Commissioner) 


Monday, April 14. 
**Tndian Currency & Finance.’’ 
- by 
LORD MESTON, K.C.S.I., LL.D., I.C.S., (Retd.) 


Lectures will be open to the public 
FREE and without ticket. 


 ,‏ ي ا ا 


ы (Key to MS. Ex. No. 66 P. 62) 
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DISPLAY WORK. 


EXERCISE 81. 
xBIUTILIS«BIUTILIS » BIUTILIS + BIUTILIS + BIUTILIS + BIUTILIS + BIUTILIS: 


WHO SAID? 
“BEAUTY IS SKIN DEEP” 


Even a deep skinned individual can be beautiful. 


You can LOOK at your BEST when you regularly use 


BIUTILIS 


BIUTILIS is a skin Cream. Ву its application the skin becomes soft and 
smooth like velyet. The ugly shining oily appearance is removed 
and a fine radiant matty lustre is produced. Try it. You will 
realise the truth of the above statement. No need io des- 

pair. Beauty is in your own hands. 


сөк BIUTILIS 


TOILETS MANUFACTURING Co., CHITTOOR. 


*BIUTILISsBIUTILIS + BIUTILIS + BIUTILIS x BIUTILIS + BLUTILIS x BIUTILIS- 
EXERCISE 82. | 
The М. & S. М. Railway Co., Ltd. 


(INCORPORATED IN ENGLAND). 


SPECIAL TRAVEL CONCESSIONS 


FO 


EASTER 1935 


FIRST, SÉCOND & THIRD CLASS. 


This book gives you full details of 
Easter concessions on the M. & 5. M. Railway 
and costs you nothing. 


TAKE ONE. 
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MODERN TYPEWRITING. 


EXERCISE 83. 
THE CHITTOOR MOTOR TRANSPORT COMPANY, LIMITED. 


(Incorporated under the Indian Companies Act, 1913.) 


AUTHORISED CAPITAL Rs. 2,00,000. 


Divided into 5,000 Preference shares of Rs. 10 each and 15,000 Ordinary Shares of 
Вз. 10 each. 
Тһе Preference shares entitle the holders thereof to а dividend of 1% more than of 
Ordinary Shares. 
PAYABLE AS TO 


Rs. 2/8 per Share on Application, Rs. 2/8 per Share on Allotment, and the balance of Rs. 5 per 
Share will be called up ав and when required in instalments of not more than Rs. 2/8 per share 
at intervals of at least two months between calls. | 


DIRECTORS. . 
MOHAMED AMEEN KHALEELI Esg, B. Sc. (Eng) Electrical Engineer, | 
36, Angappa Naick Street, ©. T., Madras г T Caman) 
J. Krisuna RAO EsQ., B.A., B-L., Vakil, Chittoor б ... (Vice-Chairman.) 
С. P. ЅАВАТНУ MUDALIAR EsQ., Merchant, Chittoor m (Ex-Officio Director.) 


P. N. SuNDABA Raman, EsQ., M. A., Electrical Engineer, 
No. 4, Oliver Road, Mylapore, Madras. | 
P. VENKATA NARASIMHULU Онетту Esq., Merchant & Banker, РаШ реб. 


BANKERS. 


THE IMPERIAL BANK оғ INDIA, Madras. 

THE QuiLoN PANE, Ltd., Vellore. 

THE MADRAS PROVINCIAL CO-OPERATIVE BANK, Ltd., Madras. 
THE INDIAN BANK, Ltd., Madras. 

THE Онгттоов Пт. Co-oPERATIVE CENTRAL BANK, Ltd., Chittoor. 


. AUDITORS. 
Messrs. BRAHMAYYA & Co., Incorporated Accountants & Auditors. 


4 MANAGING AGENTS, 
C. P. SARATHY EsQ., Representing MESSRS. С. P. SARATHY & Bros. 


SOLICITOR. 
D. MUNIEANNAYYA EsQ., B.A., B. I3 Advocate, Chittoor. 
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DISPLAY WORK. 


EXERCISE 84. 


Q. Display effectively the following :— 


A claim proved once again at the November 1927 Intermediate and Final <“ Society 7 
Examinations Newhall College full course students obtained over 907 of passes and an honours 
place at the Final Examination. Moreover at 8 recent “ Institute” and ‘Society ” Examina- 
tions all Newhall College full course students were successful. Тһе average of passes from the 
foundation of the college to date, from 1922 to November 1927 is over 907. The Vital factor 
in coaching efficiency is individual tuition. Write to-day for prospectus etc. to Newhall College, 
Temple Chambers, Broad Street, Birmingham. 


EXERCISE 85. 


Pickles Chutneys and Morabas Luscious lovely names! Yes! You can manufacture 
them at your home and carry on a roaring sale in your local market, Elaborate processes 
and well-tried formule given by a specialist in simple English in the 2nd enlarged Edition of 
« Manufacture of Indian Pickles, Chutneys and Morabas”. Price Rs. 1—8—0 only. Apply 
to the Industry Book Depot Shambazaar Culcutta. 


EXERCISE 86. 


Memorandum of Second Appeal (under Order XLII Rule I, Civil Procedure Code.) In 
the Court of the District Munsif of Bapatla (Additional) Original Suit No. 478/27. Іп the court 
of the Subordinate Judge of Tenali, Appeal No. 3 of 1931 (А. S. No. 166 of S. C. Bapatla). In 
the High Court of Judicature at Madras. В. А. No. 305 of 1922. Between Yarlagadda Sub- 
bayya, son of Lakshmayya, residing at Karanchedu (Defendant in the First Court, Appellant 
in the Lower Court, Appellant in the High Court) and Роба Appanna, son of Pullayya | 
(Plaintiff in the First Court, Respondent in the Lower Court, Respondent in the High Court.) 


EXERCISE 87. 


The Big Surprises in Fihn world Prakash's RED LETTER featuring Miss Panna with 
Alaknanda, Rajkumar, Esmailand Sangeet's TALASH-E-HAQ featuring Jaddan Bai, Baby 
Rani, Yakub, Pande and an all star cast Sagar's SILVER KING featuring Sabita Devi, 
Moti Lal with galaxy of Sagar's Stars. Please apply to India -Talkie Distributers Chandni 
Chowk, Delhi. 


Questions. 


1. What is a tabulator ? Name the different kinds of tabulators in use and state their 
main points of difference. 

. What preliminary steps should be taken before beginning to type tabular statements ? 

. What are “Leader lines,” and for what purpose are they used? Why should they be 
used sparingly in typewriting ? 

4, How. would you type a balance sheet if a brief size machine were not available. 

5. What is meant by display in typewriting? What rule would you observe with regard 

to line spacing after titles and sub-titles and disposition of the matter over the paper. 
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CHAPTER VI. 
GOVERNMENT ORDERS. 


- These are the rules and regulations issued. by the Government for the procedure and 
guidance of the several departments under its control. These orders including the proceedings, 
notifications, etc. are published in the Government Gazettes, and are also communicated 
separately to the parties concerned. | - 

The headings should be properly centered and displayed by leaving judicious space 
between them. The order numbers and other important items should be underlined. “біпсіс- 
line spacing may be used for short orders and proceedings. А margin of 15 degrees should be 
used on the left-hand side. Marginal notes when necessary, should be inserted in the margin by 
using the Marginal Release Lever. Тһе name of Secretary, or other officer signing the order 
should be typed in capitals, and his designation in small letters with capitals for the initial 
letters of chief words. 

The parties to whom the G. O. is communicated is printed closely in small letters at the 
foot of the Government Order. But ав such types are not available tothe typist, he should 
type in the ordinary way, using single-line spacing and commencing from the left-hand margin. 


The following specimens of the Government orders should be carefully studied and typed. 


EXERCISE 88. 
FINANCE DEPARTMENT. 


NOTIFICATION. 
Fort Sr. GEORGE, JANUARY: 24, 1988. 


No. ?. — The following notification of the Government of India is republished :— 
FINANCE DEPARTMENT. 
No. F. 3 (1 С) Е. 83. 


New Delhi, the 24th January 1933. 
GOVERNMENT OF INDIA 6 PER CENT BONDS, 1933-36. 


Notice of Repayment. 


Under the terms of the Government of India, Finance Department, Notification 
No. Е.З (X1)-F/80, dated the 23rd July 1980, the Government of India have the right to redeem 
the whole of the 6 per cent Bonds, 1933-36, or any part of them at par, on or after the 15th 
August 1933, on giving three calender months’ notice in the Gazette of India. Тһе Govern- 
_ ment of India notify accordingly that the whole of the 6 per cent Bonds, 1933-86, will be 

repaid аб par on the 15th August 1933 with all interest due up to date. Interest will not 
accrue on the Bonds from and after the 15th August 1983. E 


=, (By order of the Governor General in Council) 

‚А. А. L. Parsons, | 
Secretary to the Government of India. 
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GOVERNMENT ORDERS. 


EXERCISE 89. 
GOVERNMENT OF MADRAS. 


LOCAL SELF-GOVERNMENT DEPARTMENT. 
(Public Health) 
--:0:-- 


G.O. No. 2156, P.H., 28th September 1988. 


Medical institutions - Nomenclature of various kinds of 
institutions - Orders passed. 


Order No. 2156, Р.Н., dated 28th September 1933. 


Ihe Surgeon-General reports that the use of the term **A1o- 
pathic”? to distinguish institutions of Western Medicine із ob- 
jectionable and inappropriate. The Government have therefore 
decided that the term should not be used in the above sense in 
official correspondence. 


The terms ‘hospitals’ and ‘dispensaries’ when used without 
any qualifying epithet indicating the system of Medicine in 
vogue should be taken to refer only to institutions of Western 
Medicine. If institutions of any other systems of Medicine 
are to be referred to, the necessary qualifying words should be 
used such as Ayurvedic hospitals or dispensaries, Siddha hospi- 
tals, Homeopathic hospitals, etc. 


Ihe term ‘rural dispensaries’ as used at present іп offi- 
cial correspondence refers only to the dispensaries started un- 
der the scheme sanctioned іп @.О. No. 1522, Р.Н., dated 22nd 
October 1924. Тһе Government have decided that the terms should 
continue to be used in the above sense. The term when used with— 
out any qualifying epithet such as Ayurvedic or Siddha will refer 
only to institutions of Western Medicine. If such institutions 
(whether of Western medicine or Indian medicine) are subsidised 
by the Government, they should be referred to as **subsidised 
rural dispensaries’’ and the words Ayurvedic, Unani, etc. as the 
case шау be should be added if the institutions are not of Wes- 
tern Medicine. 


(By order of the Government, Ministry of Local 
Self-Government) 


5. G. SENGODAIYAN, 
Deputy Secretary to Government. 
To the Surgeon-General. 
>» 211 Presidents of District Boards. 
OS S 3 >> Taluk Boards. 
ә» .ss Collectors. 


ss эз Chairmen of Municipal Councils. - 
: (Key to MS. Ex. 49 p. 38). 
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MODERN TYPEWRITING. 


EXERCISE 90. 
Fort St. George, September 18, 1928. 
(6.0. Mis. No. 795, Public) 


-—10:-- 
No. $74.--The following Notification of the Government of 
India is republished:-- 
HOME DEPARTMEN T. 
ES TABLISHMENTS. 


Simla, 25rd August 1928. 


No. Е-815/28.--Тһе following resolution passed by the Secre- 
tary of State for India in Council is published for general in- 


formation:— 

In exercise of the powers conferred by sub-section (2) of 
section 96-B of the Government of India Act, the Secretary of 
State for India in Council, with the concurrence of a majority 
of votes at а meeting of the Council of India held this l5th 
day of August 1928, hereby makes the following further amend- 
ment to the Premature Ketirement Rules, namely :— 


After rule 15 of the said rules, the following rule shall 
be inserted, namely:— 

*'14 (1) An Officer who із a subscriber, under section II 
of the Superior Services (India) Family Pension Fund Rules and 
who retires with à pension under the Premature Retirement Rules 
may adopt, &t his option, one of the following methods of re- 
taining for his wife and children benefits admissible under the 
Fund Rules, namely:— 

(a) He may cease to make any contributions under the rules, 
and shall then retain only the right to & proportion of the con- 
tingent benefits under the rules for his wife &nd children exis- 
ting on the date of retirement, and for &ny children subsequently 
born to that wife. This proportion shall be equal to the number 
ОЁ completed years during which he has Subscribed divided by 25. 


from time to time had he remained in the Service In t 

ds . that case 
he shall retain the full benefits admissible 

if he had remained in the Service. O OR 


: Ргоу1йей that, in the event of the officer failing to notify . 
within three months of the date of his retirement the зга И 


_ Selected by him he shall be deemed to have elected the first of 


the above methods. . 


(Key to MS, Ex. 51 p. 40.) 
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GOVERNMENT ORDERS. 


EXERCISE 91. 


Government of Madras. 


PUBLIC (MILITARY) DEPARTMENT. 
:0:; 


С. О. No. 984, 25TH NOVEMBER 1988. 


Military — Indian Military Academy and the Royal Air Force College, Carnwell — 
Examination to be held in March/April 1934 — Rules, etc. — published. 
READ — the following paper :— 


From the Secretary, Public Service Commission (India), No. Е. 97/83-E, dated 17th - 


November, 1988. 


а; 


{ И” 


Order — Хо. 984, Public (Military), dated 25th November, 1933. 


The Government of India, Army Department Resolution No. 644, dated the 4th | 


November, 1933, on the subject of the rules for the concurrent examination to be held іп March— 


April, 1924 for.admission to the Indian Military Academy or to the Royal Air Force College а 


-Carnwell the notice dated the 30th October, 1933 issued by the Public Service Commission 


regarding the examination, the syllabus of subjects for the examination and forms of application. 
etc., appended to these proceedings will be published in the next issue of the Fort St. 
George Gazette. 


2. The Director of Public Instruction is asked to obtain direct from the Superintendent, 
Government Press, and distribute the requisite number of copies of the resolution, notice, eto., 
among the heads of all important educational institutions in this Presidency. 


.9. Applications, which should be in the prescribed form, from candidates belonging to this 
Presidency should be addressed to the Chief Secretary to the Government of Madras, Fort St. 
George, and forwarded through the Collector of the district in which the candidate resides. 


4, Еуегу application which the Collector forwards to the Chief Secretary should be 


accompanied by the attestation form (copies enclosed) duly filled in. The Collectors ara | 
requested to give their particular attention to the directions contained in the attestation form - 


and in G. O. No. 499, Public (Military), dated 15th June, 1998. 
(By order of the Governor in Council) 


G. T. H. BRACKEN, 
Chief Secretary. 
To the Superintendent, Government Press, (paragraph 1 only), for publication in the Fur? St. George Gazette (with enclosure). « 
To the Director of Public Instruction (paragraph 1-3 only). x. 


To all Collectors (with 5 copies of attestation form). 
To the Private Secretary to His Excellency the Governor (with 5 copies of attestation form.) 
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MODERN TYPEWRITING. 


EXERCISE 92. 


| Commissioner of Excise, Madras. 
E Proceedings R. No. 4, Press, 21st April 1932, 


Budget— 6. Excise — grant for 1932-1933 — Distribution among Subordinate 
Controlling Officers. 


Е. Е. THOMAS, Esg., c.15, 1.С.$,, 


Acting Second Member, Board of Revenue and Commissioner of Excise. 


Proceedings — R. No. 4, Press, 21st April, 1932. 


Statements showing the distribution by districts, sub-divisons and offices of the lump 
— grants assigned for expenditure under certain units under “6. Excise” are forwarded to all 
subordinate controlling officers. 
E 


би 2. Assistant Commissioners are requested to distribute the amounts shown against their 

— subdivisions in statement II among the circles in their control and send copies of their distri- 
bution statements to this office, They are requested to hold in reserve, out of the amounts 
placed at their disposal, adequate provision to meet further appropriations and re-appropriations 
required by Inspectors. 


3. Any expenditure in excess of the sanctioned appropriation should not be incurred 
—— without the Commissioner's sanction and an application for sanction of such additional expendi- 
.— tare should be supported by strong reasons. 


$i 4. An annexure showing the accounts classification of each item of expenditure is communi- 
cated to all officers for information. They should see that the correct classifications are 
entered on the bills presented by them at the treasury and on invoices countersigned by them. 


co (True copy) 

г E. BRITO, 
Secretary. 

E ^ _ To the Deputy Commissioners and all Assistant Commissioners including Assistant Commissioner of Distilleries 


» АП Collectors, all Inspectors including Inspector, Southern Distillery Circle. 
» the Assistant Inspector, Excise Intelligence Bureau. 
» the Ganja Special Botanist. 
|_| ر„‎ the Agents to the Governor in Сапаш and Vizagapatam. 
ET the Government Agent, East Godavari. 
oh ws the Special Assistant agent, Balliguda. 
all Tahsildars and Deputy Tahsildars, 
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GOVERNMENT ORDERS. 


EXERCISE 93. 


Government BR of Madras. 


LOCAL SELF-GOVERNMENT DEPARTMENT. 
(Public Health) 


С.О. No. 630, P.H., 16th March 1933. 


Licence — Levy of licence fees on dangerous and offensive trades by local bodies— 
Principles to be observed — Instructions issued. 


Order — No. P.H., dated 16th March 1933. 


The Government have received complaints about the disproportionately high rates of 
licence fees levied by local boards and municipal councils for dangerous and offensive trades. 
The decisions of the High Court of Judicature at Madras clearly lay down that licence fees 
shall not be levied merely in order to raise revenue but must bear some relation to the ex- 
penditure involved in licensing and supervising particular trades and occupations. The Govern- 
ment, therefore, consider that the scale of fees should be so fixed that they merely cover in 
general (1) the cost of issuing the licences, (2) the cost of inspecting the premises tosee whether 
they are suitable for the purpose proposed, and (3) the subsequent cost of inspecting the premises 
to see that they are being used properly and that the conditions and restrictions imposed are 
observed. All local boards and municipal councils are accordingly requested to revise wherever 
necessary the scales of licence fees levied by them on dangerous and offensive trades so as to 
conform to the principles enunciated above. 


(By order of the Government, Ministry of Local-Self Government). 


S. 9. SENGODATYAN, 
Deputy Secretary to Government. 


To all Chairmen of Municipal Councils. 
„ all Presidents of District Boards. 
п all Presidents of Taluk Boards. 
т” all Collectors. 

the Director of Public Health. 


the Mayor, Cerporation of Madras. 
» the Inspector of Municipal Councils and Local Boards (for publication in monthly bulletin), 


Messrs. King and Partridge, Solicitors, 7 Копа: Chetty Street, Madras. 
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MODERN TYPEWRITING. 


EXERCISE 94. 


Government of Dis Diabness tbe Maharaja of Mysore. 


GENERAL AND REVENUE DEPARTMENTS. 
С. 0. №. С. 7348-54 — P. Н. 49-34-4, dated 31st January — 1st February 1955. 


Co-operative programme for the Control of Malaria and Guinea worm disease in the State. 
Passes orders on the — 


READ— : А 
Correspondence ending with letter Ко. C. 594, dated 27th December 1934, fiom the Director of Health 
forwarding for approval, a co-operative programme for the control of malaria and guinea worm disease in the State 


ORDER No. б. 7348-54 — Р. Н. 49-34-4, DATED BANGALORE, 
THE 315т JANUARY — Ist FEBRUARY 1985. 

The Director of Health in his letter dated 22nd November 1934, brought to the notice 
of Government, the necessity for the working out of certain plans of Health work in the State 
оп а co-operative basis between the Government and the Rockefeller Foundation, one of the 
items considered being the combating of Malaria in the Irwin Canal area and Guinea Worm 
disease in the Chitaldrug District. 

2. The co-operative programme on the above matter suggested by Dr. W. C. Sweet, and 
received from the Director of Health with his letter dated 23rd November, is as follows:— 

(а) This Government should agree to provide—(i) housing and transport facilities to the Honorary Consultant 
in Health. He should also be exempted from income-tax and motor tolls on the Mysore roads; 

(ii) funds not exceeding Rs. 15,000 for Malaria control in ten villages of the Irwin Canal area and Guinea 
Worm studies in the Chitaldrug District; 
(iii) funds for the continuation of the Malaria control in the Irwin Canal area at least till 1st July 1938, the 
entire cost being borne by Government after 31st December 1935. 
The continuation of the scheme after 1935 in regard to the other items of programme to be considered later. 
(6) The International Health Division of the Rockefeller Foundation to agree to 
(i) provide the part-time services of an Honorary Consultant in Health; 
(ii) provide a maximum of Rs. 4,500 to carry on studies in non-malarious area; 
(iii) pay Rs. 10,500 towards the co-operative budget, the amount being made available to Government on or 
before 15th June 1935. 

3. Government agree to the terms of the above agreement. It is reported in the letter 
dated 27th December 1934, from the Director of Health, that the Rockefeller Foundation have 
_ also approved of the budget. Тһе co-operative budget, as agreed to and approved, is appended 
to this order. 
* * ж ж * 

Б. ABDUL WAJID, 
Secretary to Government, 
; General Department. 
E m „ : 
r. W. C. » B.SC., M.D. i i 
` The Chief Engineer, сынагы шы) Шық да а through the Director of Health, 

Тһе Comptroller to Government, through the Financial Secretariat. 

The Secretary, Central Recruitment Board. І 

‘The Deputy Commissioner, Mysore District. 

The President, District, Board, Mysore, through the Deputy Commissioner, Mysore District, 
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GOVERNMENT ORDERS. 


Typewrite the following Notifications in proper form, correcting Mistakes, Mis-Spellings, 
Punctuating and Paragraphing where necessary. 


EXERCISE 95. 


Government of Madras. Public works department. Read—the following papers:— 
І. 9. О. No. 1319-W, dated 18th November 1909. 1I. Letter — from Р. В. Allen, Esq., 
M.I.C.E., Superintending Engineer, III Circle. То — the Chief Engineer, Public Works 
Department. Dated — Camp Anantapur, the 20th December 1909. Мо. 7884. I have the 
honour to inquire whether the instructions conveyed іп ©. О. Мо. 1819-W., dated 13th Novem- 
ber 1909, govern cases in which sites have already been selected, and whether the composition 
of the Committee, as laid down in the order, is rigid, or whether the elasticity contemplated in 
the Government of India's Resolution is permitted in special cases. Order Мо. 143—W., dated 
915% February 1910. The Superintending Engineer will be informed that the instructions 
contained in the Government Order read above do not apply to cases in which sites have 
already been selected, and that the composition of the Site Committee is subject to the variation 
contemplated in the Government of India's letter No. 2238—B., dated 12th December 1908, when 
the site is located in an outlying station, True Extract F. J. Wilson, Secretary to Government, 


EXERCISE 96. 
NOTICE. 


Government of Madras Pub. (Servises) department. (typewriteing qualificasion for clarks in 
Government offises) The attension of prospective candidates for emploiment іп klerikal posts 
under the govt. of madras is drawn to the fact that under the statutory rools governing rekrut- 
ment to such posts know person will be elijeble to be considered for appointment as clark after 
the 1st Jan. 35 unles he has past the govt. spl. test in typwriteing by the higher grade are by 
the lower grade аб an examinancion held after the 1st January 1933. 9. In 1984 the madras 
servises commition will not include in its list of selected candidates who have not past the 
typewritting examinasion unles it is imposible to sellect a adequate number of the candidates | 
who have passed it. Candidattes who have not qualifide in typwriting will not be included in 
the comitions list of approved candidates unless they qualify before the end of 1934; and these 
candidates will get no chance of appointment, even if they require the typewriting qualification | 
untill after those who have qualified themselves before appearing for the Commission’s exami- 
nation. 9. Persons who vish to take up clarical appointments under the government of Madras 
should therefore aquire typewriting qualification without delay.  Examinasions in typewriting 
are held quarterly in January, April, July and October. Further particulars regarding these | 
examinations may be obtained from the Secretary to the Comicioner for governmente xami- 


nation. | à 
Fort St. George; (64) G. T. BOAG, = 
March 27, 1934. Аай. Secretary to Govt. 1 — — 
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CHAPTER VII. 
SPECIFICATIONS AND LEGAL DOCUMENTS. 
SPECIFICATIONS. 


A specification is a detailed account of say, certain goods required, or work to be 
performed as supplied to contractors or others, so that they may estimate the cost of the same. 
Specifications are usually typed on foolscap paper. Short specifications are typed in 
double-line spacing, the body commencing at 25 degrees and the marginal headings at 10. 
Marginal Release Lever should be used for typing the marginal headings. The headings are 
usually written in capitals, spaced or otherwise as occasion requires, and may also be underlined. 


LEGAL DOCUMENTS. 


Legal Documents consist of Agreements, Wills, Indentures, Plaints, Affidavits, etc. 
In some cases a “ Brief” size typewriter is employed for legal work where draft or brief size 
paper is used. In the absence of such machines, foolscap size machines may be used. As 
permanency of the document is essential thick paper and a black record ribbon, the colour of 
which is non-fading, are preferable. Punctuation signs are usually not profusely employed in . 
legal documents. ‘The names of parties and other important words such as AGREEMENT, 
INDENTURE, NOW THIS INDENTURE WITNESSETH, AND, DOTH, WHEREAS, 
THAT, BETWEEN, TOGETHER, etc., are typed in capitals. . There should be no abbre- 
Viations, and no division of words at line-ends, and all numbers should be expressed in words. 
Hrasures should be scrupulously avoided in legal documents. Double spacing is most commonly 
used on account of its clearness, but treble spacing is sometimes used. 


Legal documents and specifications are generally folded for convenience in handling 
and endorsed on the back with title of the document, name of Attorney, etc., written upon 
them. After typing the document, fold it so that the lower edge meets the upper edge; then 
double the paper again, thus dividing into four equal parts. Now type the endorsement on the 
last or right-hand section. 


The endorsement for the exercise on the next page should be typed as follows: — 


б D е 
о m- o Еч 
г fta a . 
a н E 2 ы 
E 3 < 2 o 
> = б = = н а 
я шм E 
ua < 
а 5D S A H 
E СЕ c 
с а nmi m a 
"3 = z = Еч 
Ф [77] = E 
2 = ға 
S < < 
а ғә ға 
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LEGAL DOCUMENTS. 


EXERCISE 97. 


AGREEMEN T made the twenty-fourth day of June one thousand nine 
hundred and thirty five BETWEEN JAMSHID RUSTUMJI residing а% Rishi 
Valley Madanapalle (hereinafter called the **Landlord'?) of the one 
part and BABU CHANDRALAL residing at Cox Town Bangalore (hereinafter 
called the ‘‘Tenant’’) of the other part WHEREBY it is agreed between 
the parties as follows: 

1. THE Landlord will let and the Tenant will take ALL THAT dwel- 
lings situate and being number 250 College Road Madanapalle in the 
Sub-Registration District of Madanapalle and Registration District of 
Chittoor--Cuddapah for all the household furniture and things now being 
in and about the said dwell lamps belonging to the landlord and вресі- 
fied in an inventory which has been drawn up in duplicate and dated 
this day and signed by both parties at the yearly rent of Rupees Six 
hundreds payable quarterly on the usual quarter days the first payment 
to be made on the twenty-fourth day of September one thousand nine 
hundred and thirty five 

2. THE Tenant agrees to pay the said rent on the days and in the 
manner aforesaid 

Ӛ. HE will also keep the furniture and things clean іп good order 
and condition and also the internal part of the said dwellings and in 
such order and condition deliver the same upon the termination of the 
tenancy 

4. HE will also allow the Landlord at all reasonable times to 
enter upon the said premises and inspect the same 

5. HE will not without the consent of the Landlord underlet the 
said premises or any part thereof 

6. THE Landlord will keep the walls roofs and external parts of 
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the said premises in good order and repair during the said term and 
will forthwith upon written demand by the tenant replace with articles 
of equivalent quality any such of the said furniture as shall during 
the said term become damaged or unfit or unsuitable for use 


AS WITNESS the hands of the said parties the day and year 


first above written 


SIGNED by the said | 
in the presence of 
) 


SIGNED by the Tenant 
in the presence of 


EXERCISE 98. ` 


Typewnite the following Memorandum of Agreement correctly filling in the necessary particulars. 


MEMORANDUM OF AGREEMENT made and entered into this fifteenth day of 
February one thousand nine hundred and thirty five-bebween .................. өк екен некен ннен еее. son of 
AERE DIO resident Of ....................ө. ее е. (hereinafter called the Vendor) of the one part 
anil eee BODL iiic eite өзге» resident оЁ...................‹... (hereinafter called the 


THE said ....................... hereby agrees to sell and the said .................... agrees to purchase 
all that two-storeyed brick-built messuage or dwelling-house described in the schedule hereto 
annexed held by lease dated the ............................ day оЁ........................ for the unexpired residue 
of a term Of ........... years computed from the day оЁ........................ subject to the yearly rent of 
Rupees ..................а... and to the covenants and conditions contained in the lease and on the 
lessee's part to be observed and performed at the price of Rupees ............ . to be paid as 
follows that is to say the sum of Rupees .......... . a8 RC Оле ‘immediately upon 

the signing of this agreement, and the rosie dine at the completion of the purchase 

AND also the ee shall be completed on the .. ws dày Of „нее enne neun 
at the office of Mr. . ins .. the Vendor's ВОВЕ "ind fhe “Purchaser shall then have 
‘possession of the said. premises all са up to that time being cleared by the Vendor Hi 
the purchase shall not be completed on the ..................... day of.. 2 .. next the 
Purchaser shall pay to the Vendor interest on the purchase-money at the tate оп nine per cent 
_ per annum from that day until the completion of the purchase 

= Тм WrrNEsS whereof the said parties to this agreement hereinbefore mentioned have 
x оь Bet their hands the day and year above mentioned 
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EXERCISE 99. 


THIS INDENTUR E made the first day of May one thousand nine 
hundred and thirty five BETWEEN KRISHNALAL of Sulthanpet of 

the one part and GULABCHAND of Jehangirpet of the other part WIT- 
NESSETH that for the consideration of the sum of Rupees five thousands 
only to the said Krishnalal this day paid by the said Gulabchand (the 
receipt whereof the said Krishnalal doth hereby acknowledge) he the 
said Krishnalal doth hereby assign unto the said Gulabchand his exe- 
cutors administrators and assigns all that policy of assurance on the 
life of him the said Krishnalal granted by the Victory Life Insurance 
Company dated the fifth day of July 1950 numbered 54023 B for the sum 
of Rupees five thousands and under the annual premium of Rupees two 
hundreds and all money assured or to become payable by or under the 
said policy and the full benefit thereof with power to give an effec- 
tual discharge for all moneys so assured or to become payable AND the 
said Krishnalal doth hereby covenant with the said Gulabchand that he 
the said Krishnalal shall not do or knowingly suffer anything to be 
-done whereby the said policy шау be rendered void or voidable or the 
said Gulabchand or his executors administrators or assigns may be pre- 
vented from receiving the said sum of Rupees five thousands or any 


bonus thereto or any part thereof respectively 


IN WITNESS whereof I KRISHNALAL do hereby sign this deed 
on the first day of May one thousand nine hundred апа thirty five at 
Sulthanpet 


Witness to the signature 


) 
) 
of the Said Krishnalal ) 
) 
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EXERCISE 100. 


Set out the following Indenture effectively on a separate foolscap sheet:— 


THIS INDENTURE made the Second day of June One thousand nine hundred and 
— — thirty ive BETWEEN ISRAIL MARTIN resident of Tuticorin (hereinafter called the 
— Mortgagor) of the one part and SAMUEL HERBERT resident of Trichinopoly (hereinafter 
_ called the Mortgagee) of the other part WITNESSETH that in consideration of the sum of 

Rupees Two thousands paid this day to the said Israil Martin by the said Samuel Herbert (the 

receipt whereof the said Israil Martin hereby acknowledges) the said Mortgagor hereby cove- 
nants to pay to the Mortgagee on the Second day of June next the sum of Rupees Two 
thousands with interest thereon in the meantime at the rate of twelve per cent per annum 
А Computed from the date of these presents and also so long after that date as any principal 

oa Money remains due under these presents to рау to him interest thereon at the same rate by ` 
“equal half-yearly payments on the Second day of December and Second day of June AND this 
enture also witnesseth that for the consideration aforesaid the said Mortgagor hereby conveys 
o the said Mortgagee all that two-storeyed brick-built messuage, tenement and dwelling-house 
ther with the piece or parcel of land containing by estimation Six acres and Five cents 
he same а little more or less being premises No. 120 Broad Street in the town of Tuticorin 
HOLD the same unto and to the use of the said Mortgagee in fee simple PROVIDED 
WAYS that upon payment by the said Mortgagor of the aforesaid sum of Rupees Two 
tl usands with interest thereon at the said рег cent on the Second day of June next according 
О the foregoing covenant in that behalf the said Mortgagee his heirs representatives and 
ns shall at the request and cost of the said Mortgagor his heirs representatives and assigns 
nvey unto him or them as he or they shall direct the said premises. 


= 


IN WITNESS whereof the said Mortgagor hath hereunto set and subscribed his hand 
al the day and year first above written. 


ID SEALED AND DELIVERED 
id Israil Martin in the presence of } 
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STONEWORK. 


MORTAR. 


RIVETTING 
AND BOLTS. 


GENERALLY. 


SPECIFICATIONS. 


EXERCISE 101. 


30 
SPECIFICATION of Works required to be 
35 
done in the Erection of a Wrought Iron Bridge 
over the River and all other Works incidental 
thereto, in a new road Running from Edmond 
Town to Maiden Villa under the direction of 
Mr. James Martine, M.Inst., 
25 Architect, 
July, 19355. Edmond Town. 


Ime Bridge is to be built in the place of the 
ББ Чана now crossing the river, which is to be 
pulled down and removed by the builder. 

All stone Shall be Portland Stone, the blocks of 
the dimensions specified on the drawings. They shall 
be accurately squared, and set in a bed of Portland 
Cement. Holes to be drilled for receiving holding 
down bolts. 

All mortar used in the work is to be composed of 
fresh burned lime and clean sharp залда in the propor- 
tions ОҒ 5 measures of sand to li measures of lime. 

‘All bolts and rivet holes are to be drilled and 
punched to the proper sige. Heads of bolts and all 
nuts should be square. 

All scaffolding, plant, sheds, WOPkshopst tools, 
etc., necessary in &nd about the completion of the 
works are to be found by the Contractor at his own 
expense. 
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EXERCISE 101(8). 


Set out correctly the following specifications on a foolscap sheet. 


EC OBJECTIVE. 


CONDENSER. 


SPECIFICATION of repairs to be done to the residence. 
known as “ THE ROSE COTTAGE”, for Henry Smith, Esq. 
EXTERNAL. 

Re-tile main roof where necessary with tiles of same description as 
previously used, leaving roof sound and water-tight; cleanse and repair 
all gutters and pipes; re-point brickwork at back and front of house; paint 
in two coats of good oil colour all wood and cement work previously 
painted; grain and varnish all parts previously grained and varnished; 
repair stucco work where defective. 

INTERNAL. 


FRONT Repair sash frames, provide new sash lines, glaze two squares; wash, 
. BEDROOM stop, and whiten ceiling, paper walls with paper at 12 annas per piece, 
paint woodwork with two coats of good oil colour. 

BACK Repair left hand window frame, сШ and sash, and fix new sash 

BEDROOM fastening; repair flooring, provide and fix new lock to door; repair lock in 
cupboard door and fit new key; cut out and re-plaster defective portions of 
ceiling; wash stop and whiten ceiling, paint woodwork where painted 
before with two coats of good oil colour. 

DRAWING Repair frame of casement; ease revolving blind and provide pulley 

ROOM for same, repair and re-set stove; cut out and re-plaster defective portions 
of ceiling; wash, stop and whiten ceiling; re-paper walls with paper at 15 

: r annas per piece; paint, grain and varnish as before. 

GENERALLY Wash stop and whiten ceilings of staircase landings and hall; re-paper 
hall with marble paper, sweep all flues, clear out all rubbish, clean 
windows scrub floors, and leave premises in good condition. 

EXERCISE 101(b). ECER CATION 
THE “CLYDE” PROJECTION LANTERN. 

BODY. Large size Russian iron of first quality; with large size panelled door, 
fitted with sight-hole in corner, with flashing shutter and fibre handle. 

FRONT, Open stage design in massive brass of first-class finish. The exten- 


sion tubes are made from solid drawn brass tube and accurately fitted to 
ensure perfect rigidity and are mounted on a solid cast-brass cradle, which 
is divided in the centre to allow the use of the helical quick thread focus- 
sing screw for instantly adjusting the stage to any width ОЁ carrier, slide 
block or experimental trough. 

No. 3 Double Achromatic of heavy design with large back lenses of 
2 inches diameter, double pinnion, inter-slot and flashing shutter. 

1% inches plano-convex compound, mounted in brass cells. 

Russian iron with leather carrying handle, complete with cowl and 
jet tray. 

| New patent design, giving a graduated rise to front of lantern up to 

9% inches. 
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CHAPTER VIII. 
MANUSCRIPTS & PROOF CORRECTION. 


Manuscripts are hastily written rough documents containing abbreviations and inter- 
polations. Greatest care should be exercised in typing from manuscripts, as much of the work 
of the typist in any office is mainly concerned with such work. . The student should therefore 
learn the significations of several contractions and abbreviations used in manuscript. 


Before commencing to type, read the manuscript thoroughly and endeavour to grasp 
its meaning. Difficult words should be deciphered with reference to their context. If a word 
cannot be read, leave out blanks for subsequent insertion but never insert a wrong word. 
Cultivate the habit of reading regularly from badly written and confused manuscripts. Care 
should be taken to observe correct spelling, proper line-spacing, punctuation and centering and 
effective display. All contractions should be typed out in full. 


The following signs are generally used in the correction of manuscripts and also for 
revising printers’ proofs: when a wrong word or letter appears in the proof, it is marked out 
and the proper word or letter written opposite in the nearest margin, right or left. 

The signs used in revising manuscript or typescript: — 


~ 


S to bring letter or words together. 


trs. transpose letters, words or sentences, 


ГІ insert space. 


Hom. Change italic into Roman, (1. e., omit underscore in typing). 
Па. Change Roman into italic, (i. e., underline the words in typing). 
^ Insert letter, word, sign or figure. | 
[› | , N.P., Ccmmence in а new paragraph. 
l.c. (Lower case) Change a capital into a small letter. 
14.6. (Upper case) Change а small letter into a capital letter. 
27 or del. delete letter, word, line, ete. - 
run on matter to follow on preceding matter. 
Tuum rectify obliquely typed line. 


ste, . let а letter, line, etc., which has been altered by mistake to stand as it were 
before alteration. 


| the. 
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ES. The contractions in manuscripts are formed as follows :— 


п. slightly raised above the line is used to represent the termination ‘tion’ eg., 


poss". = possession, applica" = application. 


g. (above the line) is used for ‘ing’ as, reads сое: meets: 


m is used for the termination ‘ment’ as commence™ 


r. (above the line) for ever, eg., wher", which” 


ce, (above the line) ‘ance’ or ‘noe’ e.g., imp 


Other contractions are formed by writing the first two or three letters in a word, or by 


222 a medial omission of certain letters in a word. 


contractions are formed. 


A 


at the rate of 
First class, first 
quality 

Abstract 
account 
Account Current 
After date 
Administrator 
Advertisement 
Affidavit’ 
Agreement 
Against 
Amount 
пог. Another 

ps. Appendix 
Account Sales 
Assistant 
August 
Authority | 
Average 


B 
. Balance 


ill of Exchange 


ABBREVIATIONS. 
B[L Bill of Lading 
B. S. Balance Sheet 
B/S Bill of Sale 
Brl. Barrel 
Bros Brothers 
Brt. Brought 
Bt. Bought 
Btn Between 

С 
C. Gent, a hundred 
cfd carried down 
Cert. Certificate 
off carried forward 
C.i. Í. Cost, insurance 

and freight 
cld. cleared | 
Chq. Cheque 
c/o care of 
Co. Company 
Comn. Commission 
Collr. Collector 
Compln. Completion 
Ctge. Cartage 
Cwt. Hundredweight 


The student is advised to study carefully the list of abbreviations given below and learn how the 


Gum div. With dividend 


Cy. Currency 

~ D 
D. five hundred 
Dbt. Debit 
Deb. Debenture 
Decd. Deceased. 
Decln Declaration 
Deice Defence 
Deft. Defendant 
Dely. Delivery 
Diffy. Difficulty 
Dis. Discount 
Do. Ditto, the same 
D/O Delivery Order 
Dr. Debtor, Doctor 
Dwt. Penny weight 
Doz. Dozen 

E 


e.g. for example F 
Е.%0.Е. Errors and ommis- 
sions excepted 


% 


ib., ibid. 


14. 
1.0. 


Enclosure 

Established 

Esquire 

et cetera, and the 
rest 

Evidence 

without dividend 

Examined 


-Expenses 


F 


Folio 

Free on board 
Free on rail 
Figures 
Freight 
Furniture 
Forward 


G 


General Averago 

Gallon 

Gazette 

General 

Gentlemen, 
Gentleman 

Government 

Gross Weight 

Gramme 


H 


Hour, hours 
Horse Power 
(Gr.) Sir 
Hogshead 
Honourable 
Hereinafter 


ibidem in the same 
place 

idem (tho same 

id est (that is) 
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in. inch 
Indre. Indenture 
Intt. Interest 
Inst. Instant—of the 
present month 
Ins. Insurance 
Inv. Invoice 
Ital. Italics 
J 
ЛА Joint Accouut .- 
Jan. January 
Jour. Journal 
Judre. Judicature 
Jun, Junior 
Jurisdn. Jurisdiction 
K 
Kg., Kilo. Kilogramme 
Kt. Knight 
L 
Ib. pound in weight 
L/C Letter of credit 
L.I.P. Life Insurance 
Policy 
£ Inbra, Pounds 
(Sterling) 
l/c lower case 
Liq. Liquor, liquid 
M 
M. One thousand, 
Monsieur 
m. metre 
Mach. Machine, 
Machinery 
Maintce. Maintenance 
Max. Maximum 
Memo. Memorandum 
Messrs. Messieurs, gentle- 
men 
91 


E 


Pkgs. 


Pro Forma 
Prox. 


Pro tem. 


Qn. 
Q. Ү. 


Manuscripts 
Mortgagee 
Madame 


N 


Nota Bene, mark 
well 

Necessary 

Negative 

Lowest 

Number 

November 


О 
on account 
Objection 
Obedient 
In correct form 
Over charge 


Outstanding. 
Ounce 


P 


page 
pages 
Power of Attorney 
Paragraph 
Parcel 
Pieces 
Paid 
Property 
Please turn over — — 
Post Script 
Packages 
As a matter of 
form 
Proximo (next 
month) 
for the present 


at $ 
Question [seo Ж. 
Quod vide, which — 


Яж 
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Quality Sup. Superior, Supple- Vol. Volume 
Quire, Quarter ment j 

Quantity Supdt. ^ Superintendent ~. W 
Quotation Sq. Yd. Square Yard 


Wd. Would 
R T W.. Wrong fount (in 
print) 
In the matter of Tech. Technical Wh. Which 
Received Test. Testament Whr. Whether 
Receipt Tgm. Tel. Telegram Whrby. Whereby 
Reference Thrby. Thereby Witned. Witnessed 
Reminder Thrin. Therein Witht. | Without 
Railway Togr. Together Wk. Week 
ВВ. Railway Receipt Tr. Transpose, Wt. Weight 
CR. 3 v. Р. -Hespondes s'il vous Translate 
3 plait (Reply if Trsfr. Transfer X 
you please) Typog. Typographical 
X Christ, ten 
S ` U Х ор. ex (without) coupon 


X іп, ex (without) 
shilling U.S. Ut Supra, as above 


interest 
Steam Ship U/W Underwriter 
Schedule U.K. United Kingdom ү 
Becretary Ult. Ultimo, last month 
September Yd. Yard 
Shipment V Y'day Yesterday 
igre. Signature Yr. Your, Year 
. Statement X Five Yrs. Yours, Years 
t. Street, Saint Y Versus, against 
ob, Тері stand Valuan. Valuation 7 


Sterling Via By way of 
Gage Viz. Videlicit (Namely) Zool. Zoological 


| CHAPTER IX. 
MECHANISM. 


It is not possible in а hand-book of this size to give full information in regard to the 
mechanical construction of each typewriter; nor is the object of this lesson to make the reader а 
typewriter mechanic, as such knowledge could only be gained by practical workshop experience in 
handling various kinds of machines. It is, however, intended in this lesson to explain the 
mechanical construction and working of some of the standard typewriters largely used in public 
and mercantile offices, so that the typist would be able to keep his machine in an efficient working 
order and remedy the common and simple defects that may manifest themselves in the practical 
working. The typist should never dismantle his machine for trifles. It is advisable to have the 
machine overhauled and adjusted by a skilled mechanic at least once in three years. 


THE REMINGTON. 


The Keyboard. The front portion of the machine where all the character keys are | 


situated is called the keyboard. There are 42 character keys in all, arranged in four rows. | 


printed when the machine is set to write for small letters, and the <“ Upper Case”, or rear 
ones, when the machine is set for capitals, by depressing the Shift Keys. In addition to these 
42 character keys there is a Back Space Key and a Tabulator Key at either end of the first row 
of the keyboard. Just in front of the character keys there is a long key known as ** Space Bar". 


The Shift Keys and Shift Lock. The purpose of the Shift Keys is to change the position 
of the Cylinder so as to print a character contained in the “Upper Case”. То facilitate 
their being handled by either hand, duplicate Shift Keys are provided on the Keyboard. The 
Cylinder can be made to return instantly to its normal position by simply releasing the Shift 


Keys. When it is desired to write several words or sentences in capitals, the Shift Lock is 
to be used. 5. 


А 


The Shift Lock is nothing but а key attached to the left Shift Key Lever, and 1% is * 


a 


Hach key represents two characters, one called the upper case or capital, and the other small x 
letter or the lower case character. The “Lower Case” or front characters on the keys ате 


provided with a spring and has, at its lower end, a hook which clamps with the iron rod 


attached to the machine frame when pressed, and raises and stops the carriage in its high | 


position. То release the Shift Lock now, a press on the left shift key is made, by which the 
key lever goes down and makes the hook of the Shift Key Lock release its hold on the rod. 


The Space Ва. Тһе spaces between words are made by depressing the long bar which | 
extends across the front of the keyboard. Each depression of the bar moves the carriage to 
the left, just the width of one letter. 


The Carriage. Тһе upper portion of the machine which moves as a. whole on the way- 


rods is known as the “ Carriage”. It is so called because it carries the paper for writing and = 5. 


ж 


presents its surface to the types when we operate the keys. | чу: 


¥ 
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i PARTS OF THE CARRIAGE. 


The Cylinder or Platen. This is the round rubber roller on which the paper winds 
when inserted. This is simply а hollow wooden ruler covered on the surface with hardened 
india-rubber. Three sorts of Cylinders are manufactured for different kinds of work, viz., soft, 
medium and hard. Soft Cylinders are used when only a few carbon copies are required. By 
using the hard Cylinder about a dozen copies may be taken at a time. For general purposes 

medium Cylinders are used. Damage to Cylinder through hard typing may be avoided by using 
_ . & light touch and also by the constant use of a backing sheet. Worn out or indented Cylinders 
may be reground in order to improve the work. 


Cylinder Ratchet Wheel. The Cylinder has at its right extremity a Ratchet Wheel on 
which the Line Space Paul acts. It is held in position by means of a Retent Spring and Roll 
mounted on it just on the back side of the Ratchet Wheel. aan 


Line Space and Carriage Return Lever. This lever is in front of the carriage on the right- 
hand side. On some machines it is now arranged on the left-hand side. By pulling the Line 
Space Lever with a gentle pressure to the right till arrested by the Left Marginal Stop, the 
carriage can be brought to the beginning of the writing line, and at the same time it rotate 
the cylinder to begin a new line. 


The Spacing Mechanism. There is а knurled knob having a tooth which rests on a flat 
piece of steel having three cuts on it. When the knurled thumb-piece is placed on the slot 
farther from the typist, the machine is adjusted for single-spacing or one notch, and when іп 

‚ the middle position, for double-spacing, and when in the slot nearest the operator, for treble- 
~ spacing or three notches of the ratchet. When the Line Space Lever is twisted to the right 
— the Line Space Paul (which is connected by levers) engages into the notch of the бырай 
Ratchet and turns the Cylinder up according to the adjustment made by the Line Space Adjust. 


Variable Line Spacing. The Right Thumb Wheel of the Cylinder is provi i 
fiat round flange, and a little hooked lever is also attached to the SAL ot the AS ee 
оп the flange. This mechanism is called * The Variable Line Space Mechanism.’ If the 

— thumb-wheel is pushed in, the pressure levers which engage the Cylinder Ratchet Wheel within 
the cylinder, disengage the cylinder from the ratchet. The ratchet is held in position by the 
roll of the Cylinder Stop-Spring and the cylinder alone is free to be turned by either of the 

 thumb-wheels. This is used for writing upon ruled paper, where the rules do not correspond 
with the notch spaces, to fill in blanks or insert dates іп a printed letter-heading by bringing 
the line on which it is desired to print exactly to the edge of the Line Gauge. When the hand 
18 removed from the thumb-wheel, it will spring out, thus throwing the ratchet again into action. 


TT Аны Variable Line Space Lock. If it is desired to write several lines in не uen г 
к: Thumb-Wheel ав far as it will go, and then lock it in place by pulling over ihe kde ME 

the thumb, so that 16 catches over the flange on the hub of the thumb-wheel. This holds the 
2: cylinder ratchet entirely out of action. In the operation of the variable line space mechanism, 
22 the Line Space Lever is not used, the paper being turned to the desired writing point by means 
eee of the thumb-wheel alone. If the locking lever is lifted up, the thumb-wheel comes out and 
ра ‘the pressure levers again bind the cylinder ratchet and the cylinder. 
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The Carriage Release Keys. There are two Carriage Release Keys, one on the right and 
the other on the left side of the carriage frame; the necessity for the two keys or levers being 
to facilitate the use of either hand in rapid work. When one of the release levers is pressed 
down, the other end of the lever lifts the Rack from the Pinion Wheel and thus allows the 
carriage to be moved freely to the required place either to the left or right. 


Paper Guides. There are two Paper Guides, one on the right and the other on the left; 
the rolls of these guides press the paper close to the cylinder and help uniform feeding of the 
paper. The guides are movable and they are provided with release levers at each end of the way- | . 
bar on which they are placed. If the release lever is pulled forward, the paper guide is loose to be 
shifted on the Paper Guide Rod. The paper fingers should be so placed, that the edges of the 
sheet of paper come well under the little rolls which they bear. The effect of the feeding of 
the paper is felt only from the line gauge, while the paper-feed-rolls carry the sheet up to the 
line gauge; in other words, when writing close to the bottom of the sheet. 


Paper Feed Rolls. These are mere small rubber rolls similar in construction to the 
cylinder and placed just in touch with the plate below it and which are of use in uniform 
feeding of the paper upwards for every line when the machine is being worked. There are 
two sets of feed rolls, one at the front side, and the other at the back side. These, in conjunc- 
-tion with the paper guide rolls, aid the feeding of the paper and help us to write close to the 
bottom edge of the paper. The feeding of the paper will not be correct when the feed rolls on 
one end of the machine are old or worn out; the result will be, the paper will not be raised uni-- 
formly and so the top edge will not be parallel. This is one of the causes for the bad feeding | 
of the paper. 


The Feed Roll Release Lever. The pressure of the feed rolls upon the paper ean be instantly 
removed by pressing and holding back the feed-roll release-lever, which will permit the adjusting 
of the paper. The lever is provided with a lock, which is located just behind the release lever 
on the paper-table support rod. When pressed downwards while the feed roll release lever is 
held back, it locks the feed roll release lever, thereby allowing the operator to use both the 
hands for adjusting the paper, and for inserting several sheets for carbon manifoldins. А 
slight pressure on the Feed Roll Release Lever releases the lock and throws the feed rolls 
against the paper. 


Thumb Wheels. At either end of the cylinder there are knobs or thumb-whee!s which 
are used for turning the Cylinder for insertion or removal of the paper. 


The Paper Shelf. The paper-shelf or Paper Table is the name given to the flat metal 
piece fixed on the carriage behind the cylinder. It enables the paper to rest evenly and thus 
to be fed up straight. It also protects the paper from the oily parts of the machine. 


Left Margin Guide. This is fixed to the left side of the Paper Shelf and is movable and 
may be adjusted according to the size of the paper. This is intended to maintain a regular | — 
and uniform margin on each and every sheet of paper when inserted into the machine. When 
several sheets are to be typed, and if uniform margin is desired on all the “follow” sheets, they 
should be so inserted into the machine as to oxactly coincide wi this ы. 
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= The Carriage Scale. There is a graduated or marked steel bar, just in front of the carriage . 
frame. Hach graduation on it is termed a degree. А foolscap-size machine will have 80 or 85 
degrees on the scale, a brief-size machine 120 degrees, a policy size machine 180 degrees, and a 
manifest machine will have 240 degrees, and so on. Machines fitted with wide carriages are 
used by Solicitors, Engineers, etc., for special kinds of work. The scale is of very great use to 
the operator in locating the position of the carriage for making g corrections and inserting omitted 
characters and for typing statements containing tabular columns. 


The Scale Indicator This points out the exact position of the writing point in relation 
_ to the other points on the scale. 


Marginal Stops, ‘There are two Marginal Stops ‘sliding on the Marginal Stop Bar, just 
below the scale. These stops are in contact with the teeth of the rack just behind the plate. 
The movement of the stops is accomplished by simply pressing with the finger on the knurled 
knob and moving in either direction until the indicator is exactly upon the mark on the graduated 
scale аё which it is desired to begin writing. The carriage can be made to stop at any desired 


place by adjusting these marginal stops. 


Ringing of the Bell. As the carriage moves to the left, the lower projection of the 

— Right Marginal Stop passes over the bell-trip and presses it down, which, in turn, lifts the bell 

- hammer; and when the marginal stop passes the bell-trip, the bell rings and the carriage moves 

> віх letter Spaces after the bell. In the seventh space the machine automatically locks and 

Prevents the key levers from being depressed. This locking action avoids the piling over of 
letters at the line-ends. 


RN The Locking Action. The carriage moves six letter-spaces after the bell has rung and 
lode in the seventh space the right marginal stop pushes the Marginal Release to the left, which is 
v e connected by з series of links to the locking plate above the Key-levers. This locking plate 
enters the Key-lever projections and prevents the Key-levers from being depressed. This 
action is known as The Locking Action. 


When the Marginal Release is touched on its lower end, all the levers go back and the 
locking plate resumes its orginal position, We can then type a few letters and complete an 
unfinished word. 


E 


Marginal Release Key. If itis desired to extend the line of writing beyond the limits 
set by the marginal stops on either the right or left-hand side of the paper, it can be done by 
pressing the Marginal Release, so that the carriage can be moved in either direction past both 
the marginal stops, for insertion of а few additional characters to complete а word or syllable 

2 at the end of a line, or for writing of marginal notes or headings in the left-hand margin of the 
- . Sheet. 


E Line Gauge. This is also known as the Cylinder Scale. The writing point is always in 
: ^. the exact centre of the cut-out on the Line-Gauge, while the writing line lies close to its edge. 
ІШ is therefore very useful for the operator to adjust the paper in the machine, if it is 
desired {о make any correction after the sheet has been removed. When adjusting the 

ж ж e TU pn the position of the line, care should be taken to see that the centre of the letters on 
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the line upon which the adjustment is made corresponds with the graduated marks on the 
edge of the Line Gauge. 


Type-bar Segment, This is the semi-circular plate situated in front of the Type-basket. 
There are 42 comb-like cuttings in it, behind which the Type-bars are fixed. The projection 
of the Universal bar also rests in the Type-bar Segment. 


Type-bar Guide. This is the common centre for all the type-bars. It is fixed to the 
type-bar segment, and is very useful in maintaining the alignment of the types. It does not 
allow more than one type-bar to enter at the printing point at a time. The printing point is 
exactly in the centre of the Type-bar Guide. 


Type-Basket, The portion where all the Type-bars rest semi-circularly on a cushion is 
known as the Type-Basket. 


Type-Bars. There are 42 type-bars, and to the front end of each type-bar two types 
are fixed—one the upper case character, and the other a lower case character. There are 
different styles of types on the Type-writer, viz., Pica, Roman, Primer, Elite, Script, Gothic, 
etc., and one of these is fixed to the machine, 


Type-bar Action. When a character Key is depressed, the corresponding key-lever goes 
down; the connecting link (or the sub-lever) is thrown forward causing the type-bar to rise. nd 
The type-bar rises and enters the type-bar . guide and strikes against the cylinder through the 
ribbon and thus produces its impression on the paper. 


Step by Step Movement of the Carriage. When a character key is pressed, the type-bar 
rises as stated above and pushes the Universal bar which rests in the groove just behind 
the type-bar segment. The Universal Baris so called because all the type-bars act upon it. 
The Universal Bar is connected to the rocker mechanism or the dog block by means of a link, 
There are two dogs known as the loose dog and the rigid dog, mounted upon the rocker, which 
act upon the Escapement Wheel just above it. (А dog is merely a steel piece acting upon a 
toothed wheel). Fixed to the same axle of the escapement wheel is a Pinion Wheel upon 
which the carriage rack rests. Whenever the escapement wheel rotates, the pinion wheel 
also rotates along with it and the rack upon itis also moved, which in turn, makes the carriage 
move one step to the left. 


When the carriage is at rest, the loose dog holds the tooth of the escapement wheel 
and prevents it from rotating. On depressing a key button the type-bar pushes the universal- 
bar, and the rocker with the dog-block swings forward. The loose dog gets clear from the 
tooth of the Escapement Wheel, and the spring attached toit draws it to the left. By this time 
the rigid dog steps forward and occupies the same tooth just vacated by the loose dog and thus 
prevents the wheel from rotating. On releasing the key button, the dog block resumes its normal 
position and the rigid dog also goes back. The loose dog now springs to the right and catches 
the next tooth of the escapement wheel. At this stage the tension of the main-spring draws 
the carriage to the extent of one degree or one Jetter-space to the left. The same operation is 
repeated with each depression of the key-button. This movement is known as ‘The step by 


step movement of the carriage’. 
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* When the space bar is operated the same action takes place, but the action is communi- 
cated from the round bar underneath the key levers which is connected in turn to the Universal 


bar connecting link. 


Mainspring and Carriage Tension. The motivo power to the machine is given by the 
coiled spring fixed to the axle in the Mainspring Drum. The motive power is communicated 
to the carriage by means of the tension-strap, one end of which is fixed to the Mainspring Drum 
and the other end hooked to the carriage at the right end. The tension should be normal; for 
high tension causes the carriage to jerk, while low tension moves the carriage sluggishly 
causing impressions -to overlap each other. In order to avoid unnecessary tampering of this 
spring, the tension paul is locked by a Check Screw. Tf it is necessary at any fime to increase 
the tension, loosen the check screw, and turn the Tension Ratchet Grip in the clock-wise 
direction. If it is necessary to decrease the tension, gently work upon the Ténsion Ratchet 
Paul, to and fro, bit by bit, till the tension becomes normal. Then carefully tighten the check 


_ screw again. 

. Keyboard Tension. At the rear end of each key lever there is a spring. АП the springs 
attached to the key levers rest in a line upon a flat plate above the key levers. The key-tension 
is individual and is governed by these Springs. If the head of the spring is turned to the 
right, the tension of that particular key will be increased, and if turned to the left the tension 

* will be reduced. Ву this device it is possible to adjust the tension to the requirements of each 


c. particular finger. 


The Ribbon and its Movement. Terms: Mainspring— Cog-W heel — Ribbon-Feed-Paul-— 
2 Bevelled Gears— Worm Gears —Ribbon Crank—Spool-Shaft—Ribbon-Reversing-Pin- 
ewm Lever—Ribbon Spools. 


Whenever the machine works, the mainspring drum rotates. The cog-wheel which is 
fixed loose in the axle of the mainspring drum is set in motion by the ribbon-feed-paul. In 
front of the cog-wheel there is a bevelled wheel which is always in engagement with the bevelled 
wheel of the long gear-shaft. Thus the long gear-shaft is set in motion. At each end of the 
long gear-shaft there is a bevelled gear, one of which will always be in contact with the 
bevelled gear of the spool-shaft. Thus the spool-shaft is set in motion and the spool on the 
contact side will collect the ribbon while the other side unwinds it. The side on which the 

s ribbon travels can be easily determined by observing the contact of the two bevelled gears; for, 
‘collection and contact always go together, 


When the ribbon is exhausted on one of the spools, the Ribbon-Reversing-Pin-Lever 
x falls down of its own weight in the hub of the spool and thrusts out а pin which engages with 
the worm-gear of the long-gear-shaft opposite to it, and working on it for а short time draws 
the long gear-shaft towards it, making the bevelled gear on the long gear shaft engage the 
bevelled gear of the spool shaft. The other side, the gears are disengaged and the ribbon is 
free to be emptied. Thus the direction of the ribbon changes of itself without the help of the 

~ typist. This changing of the direction is known as ‘The Automatic Reverse Action’. 


222 Note: There is no ribbon movement when the carriage is drawn to the right as the 
TRE ribbon feed paul slips over the tooth of the cog wheel and hence the gears are not turned. 
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To facilitate the winding of ribbon on any one spool, а crank is provided on the right 
side of the Long Gear Shaft. 


Changing Ribbons. Wind all the old ribbon on the right spool. Detach the ribbon 
from the left-hand ribbon tape, and keep the end of the tape above the top plate. Press on the 
snap catch which protrudes from the right ribbon spool shaft, and take off the right ribbon 
spool. Now get a new ribbon wound on a Remington-made spool. Hold the ribbon with the 
hub next to the ribbon spool shaft, and before the new spool is inserted, pass the free end of 
the new ribbon up through the slot above the right-hand spool and across the type basket, and 
hook the loose end of the new ribbon to the spike of the tape on the left spool, seeing that 
there are no twists in the ribbon. Insert the new spool in place, and see that the spool is 
locked in position by the snap catch. Press down the shift lock and take hold of the ribbon 
which is stretched across the front and place it behind the ribbon carrier, and draw it up into 
the loops and turn the crank a bit which will straighten the ribbon. 


The Two Colour Ribbon Device. This device consists of a dial marked in white, black 
and red and attached to the machine frame on the left post. There is an indicator on it which 
can be turned towards any spot on the dial. The indicator is connected to the sub-levers and 
finally one of the levers is connected to the Ribbon Actuating Lever, which again is connected 
to the lower end of the Ribbon Carrier. There is also a connecting mechanism connecting the 
long shaft above the key levers with the ribbon actuating lever placed in the long slotted lever. 


This long slotted lever is movable according as the indicator is turned towards red or black 


spot on the dial. 


When the indicator is turned towards the black spot, the ribbon actuating lever exerts 
power from the centre of the slotted lever and thus raises the ribbon-carrier for recelving the 
impression from the upper portion of the ribbon. When the indicator is turned to the red spot 
on the dial, the Actuating Lever exerts power from the extreme left of the slotted lever and 
-thus raises the ribbon-carrier to & higher space for receiving impression from the lower portion 
of the ribbon. Ву this device it is possible to utilise the entire surface of the ribbon even when 
a single-colour ribbon is used on the machine. 


Stencil Lever. This lever is connected to the rod behind the indicator. When this 
lever is raised, the indicator points towards the white spot on the dial. The slotted lever now 
moves towards left, and the actuating lever drops into the big slot on the right side and ceases 
to exert any movement from the lever. Now as the ribbon-carrier cannot rise, the types directly 


strike against the cylinder without the medium of ribbon. This device is used in cutting 
Stencils. 


Back Spacer. The Back Space Key is connected to its key-lever, and this is attached 
ќо the horizontal rod by means of a connecting wire. From this horizontal rod there rises a 
bent lever and а vertical rod with a hooked plate to work on the Back Spacer Wheel. When 
the Back Spacer is depressed, the vertical rod raises the hooked plate and the Back Space 


Paul working on the Back Spacer Wheel, turns it up along with the pinion wheel and the rack, 


Thus the entire carriage moyes by one letter-space to the right. The Back Spacer is used to re- 
print a letter which has been too lightly struck or to correct ап error, in centering headings, 
and also in conjunction with tabular work, 
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. Note: ‘The Escapement Wheel turns only when the carriage moves to the left. But 
when the carriage is drawn to the right, the clicks inside the Back Spacer Wheel slip over the 
clutch, while the Escapement Wheel is prevented from rotating by the Loose Dog. Hence, the 
Pinion Wheel and the Back Spacer Wheel alone turn in the clock-wise direction. 


Tabulator Key. The Tabulator key is situated at the left-hand top corner of the keyboard. 
The Tabulator key is connected to its key-lever, which is connected to the Tabulator Block by 
means of an Actuating Lever. Just behind the Paper Table, there is the Tabulator Rack on 
which the Tabulator Stops are fixed. These are removable and may be fixed at any point 
with reference to the Tabulator Scale just above the rack; the Tabulator Scale corresponds to 
the Front Scale. When the Tabulator key is depressed (which should be held firmly till arrested 
by the stop) the key-lever goes down and the actuating lever raises the Tabulator Block. On 
the top of the Tabulator Block there is a slot, the right side of which is cut into a smooth 
slope. "There is also a plate running from the Tabulator Block which lies below the Rack. 
As the Tabulator Block rises, the Tabulator Rack Lift Lever raises the rack from the pinion 
wheel and so the tension of the mainspring draws the carriage to the left. As the carriage 
rushes to the left the Tabulator Stop passes over the ascending slope and enters the slot at the 
top of the Tabulator Block and thus the motion is arrested. When we remove our finger from 
the Tabulator key the rack again rests on the pinion wheel and so the carriage stops at the 
new place. Thus the carriage can be made to move quickly from one column to another 
without the operation of the Space Bar. | 


THE UNDERWOOD. 


B THE KEYBOARD. Тһе Keyboard of the Underwood is of Universal Standard type, having 
ы 42 character-keys, each key representing two letters or signs. Іп addition to these 42 charac- 
92 ter-keys, there is а Back Space Key, а Tabulator Key, and а Space Bar Key оп the Keyboard. 
s There are also duplicate Shift Keys and a Shift Lock Key. 


THE LINE SPACE Lever. This lever is on the left side of the carriage in front, When 
the carriage is pushed to the right as far as it сап go by thislever, the carriage is brought to 
ihe beginning of а new line and at the same time the space between lines is also made auto- 
matically by means of the Line Space Paul acting on the Cylinder Ratchet Wheel. 


MEM DINE брасв ADJUSTING Lever AND PLATE, When the lever is set at 1 оп the plate 
| the Line Space Paul acts on the Cylinder Ratchet by one tooth and we get single-space; if it is 
adjusted at 2, it turns the Ratchet by two teeth and we get double-space, and if adjusted at 
3 it turns the Ratchet by three notches and we get treble-space. 


THE CYLINDER RATCHET RELEASE HANDLE. If the handle of the Ratchet Release Key 
is raised as far as 16 can go, it releases the Ratchet Wheel from the action of the spring and 
= Toll, and the Cylinder may be freely and smoothly turned by means of the Knobs to any 
PES fraction of the notch. ‘The same action takes place by pulling out the Release Lever projecting 
from the Left Cylinder Knob. These devices are useful for adjusting the paper on any parti- 
5; „сша line for making any corrections or insertions, and also for writing on ruled lines. When 
= regular work is being done, the levers should be pushed to their normal position. ` 
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CARRIAGE RELEASE LEVERS. There are two Carriage Release Levers on either side of 
the carriage. They are used in moving the carriage quickly to any desired spot. When one 
of them is pressed, the other end raises the rack from its contact from the Pinion Wheel, 
and so the carriage runs freely on the Way Бой. 


Lert Ноев GUIDE. This is movable and can be adjusted to the requirements of the 
paper. If every sheet of paper is dropped so as to exactly coincide with this plate, regular 
and uniform margin can be maintained on all the sheets. 


PAPER GUIDES WITH RUBBER ROLLS. These are intended for the even feeding of the 
paper. Both the clamps may be adjusted to any position to suit the width and size of the 
paper. When these are adjusted on the paper, the student should make a similar adjustment 
with the Marginal Stops on both sides; otherwise, the types will strike on the metal Paper Guide 
Blades and get damaged. 


Тнк PAPER RELEASE Key. Ву depressing this key, the pressure will be relieved from 
the Rolls and the paper can be easily adjusted. The key should be returned always to its 
normal position before writing; otherwise the feeding of the paper will not be uniform. If it 
is not desired to lock the key, it should be gently pressed by the finger, and when the finger is 
removed, the key will spring back and the Feed Rolls will again engage the paper. 


CARRIAGE THUMB PIECE. Оп the right side of the carriage there is a curved projection 
known as the Thumb Piece or Handle. This is used when it is not desired to change the 
line while returning the carriage. 


RicHr MARGINAL RELEASE KEY. This key is in front of the extreme right of the 
carriage. For writing marginal notes outside the margin on the left side of the paper, depress 
the key first and then push the carriage to the right, by which the obstruction caused by the 
lever with the projection of the Right Marginal Stop is freed, and the carriage can be moved up 
to zero degree on the scale. 


THE ENVELOPE Guipz. ‘This is just at the back of the Scale Indicator. When typing 
on stiff paper or cards, this should be turned around to the Cylinder, and the card will be kept 
in close contact with the Cylinder. When its use is not desired, it may be turned in either 
direction. 


THe Front Soare. Тһе regular Scale is marked in white graduations running from 


right to left. There is an indicator fixed to the carriage frame pointing to the position of the | 


typed impressions on the paper. 


: The scale marked in red graduations is known as the Centering Scale; this is useful 
for centering headings, titles, eto. on the sheet. Suppose it is desired to centre the words 
‘RULE FOR CENTERING’. Insert the paper in the centre of the Cylinder and keep the 
pointer at zero. Strike the space bar once for each character and space in the heading, after 


which operation, the pointer will be at 31, on the red scale; then move the carriage to the 8185 - 


degree on the white scale and type the heading, If the pointer were to end between the two 
spaces on the red scale, space once more and move the carriage until the pointer is at a corres- 
ponding number on the white scale. 


107 


CC-0. Jangamwadi Math Collection. Digitized by eGangotri 


A, 


MODERN TYPEWRITING. 


Tre MARGINAL бторв. There are two Marginal Stops sliding on the Marginal Stop 
Rod. These stops can be moved to any desired position by pinching the two handles together 
firmly, which disengages the stops from the rack which hold the stops in position, allowing it 
to be moved freely іп either direction. Тһе Right-hand Marginal Stop regulates the margin 
on the left side of the paper, while the Left-hand Marginal Stop regulates the margin on the 
right side of the paper. 


RINGING OF THE BELL. Ав the carriage approaches the Left Marginal Stop, a projec- 
tion from the carriage frame presses the Bell Rack Frame Lever situated behind the Left 
Marginal Stop. At the end of the Bell Rack Frame Lever there is vertical lever which is 
oscillated. This flat vertical lever is connected to the Bell Hammer, and its oscillation makes 
the bell ring. The bell in the Underwood rings six spaces before the place set by the Left-hand 
Marginal Stop, and hence gives timely warning for the operator to finish the word and return 
the carriage to the next line. 


Шосктчв Action. Six spaces after the bell has rung, the Vertical Lever extendig from 
the Bell Rack Frame Lever pushes the Line Lock Rod into the grooves of the Key-levers, and 
prevents them from being depressed. This is what is termed ‘The Locking Action’. This 
locking action avoids the piling of letters at the line-ends. 


THE LEFT MARGINAL RELEASE OR Розн Burron. If the word is still unfinished, or if 
it is desired to move the carriage to the left for writing any additional characters, the Push 
Button, extending from the front of the main frame on the left side, should be pushed i». This 
pressure pushes the vertical lever which frees the Line Lock Rod from the grooves of the Key- 
levers and so we can type about five characters, after which the keys will again lock. By pushing 
the Button a second time we can write one additional character. This device helps the operator 
to preserve the evenness of the right-hand margin. 


THE Tyre-Bar Action. When a character key is depressed, the Key-lever goes down. 
The connecting link, the lower end of which is connected to the Key-lever, is thrown forward. 
The Type-bar, which is hooked to the upper end of the Sub-lever rises upward to the printing 
point and enters the Type-bar Guide and strikes against the Cylinder through the ribbon, and 
produces its impression on the paper. As all the Type-bars are hooked in the semi-circular 
Type-bar Segment, they all converge at the common centre. The alignment of the Ty pe-bars 


is secured as each Type-bar passes through the comb-shaped slots in the segment at the starting 
point and the Type-bar Guide at the printing point. 


ӨТЕР By STEP MOVEMENT OF THE CARRIAGE. At the back of the carriage there is а 


— wheel known as the Escapement Wheel. А small wheel known as the Pinion Wheel is fixed 
= o the forward end of the Escapement Wheel Shaft. The carriage rack in its normal position 
ES rests upon the Pinion wheel and always moves upon it. The Pinion Wheel can turn by itself 
18 _ only in clock-wise direction, 4. е., when the carriage is drawn to the right; but when it has to 


— — turn in a contra-clockwise direction, the clicks on the Escapement Wheel hold the Pinion Wheel 
- — firmly and so it can turn only when the Escapement Wheel also rotates. But the Escapement 

‘Wheel is prevented from rotating by the Loose Dog and so the carriage cannot move to 
the left, although drawn by the Mainspring Tension. But when а character key is pressed, 
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the Type-bar is set in motion and by the time it reaches the printing point the back end of the 
Type-bar pushes the Universal Bar backwards which lies in & groove in therear of the Segment. 
The Universal Bar is semi-circular in shape and hence all the Type-bars in the Segment act 
upon it. The Universal Bar is connected to the Rocker (the Dog Block). Тһе two Dogs viz., 
the Loose Dog and the Rigid Dog are mounted upon the Rocker in their upright position. 
When the carriage is at rest, the Loose Dog holds the tooth of the Hscapement wheel and 
prevents the carriage from moving. On the depression of a character key, the Universal Bar 
pushes the Rocker and the Loose Dog gets clear from the Escapement wheel and the spring 
attached to the Loose Dog draws 16 to the left. The Rigid Dog now goes back, and occupies the 
same tooth just vacated by the Loose Dog and thus checks the Escapement wheel from rotating. 
After the character key is released, the Rocker again swings to its original position and the 
Rigid Dog comes forward while the Loose Dog springs upward to catch the next tooth of the 
Escapement Wheel. Just then the tension of the Mainspring pulls the carriage to the left by 
one degree or one letter space. Thus the carriage travels step after step to the left with each 
depression of the character key. 


When the Space Bar is depressed, the projecting link from the round bar underneath 
the key levers lifts the lower end of the rocker extension arm, and so the Dog Block is set in 
motion and the carriage moves step by step as stated above. 


THE RIBBON MOVEMENT. Whenever a character key or the Space Bar is depressed the 
Rocker is set in motion. The lower end of the Rocker Extension Arm is connected to a round ` 
rod known as the Ribbon Driving Shaft. On the right-hand side of this shaft there are two 
feed Pauls working on the Ribbon Ratchet wheel attached to the Longitudinal Shaft. 


Whenever the Rocker is thrown back, the extension arm too is tilted up; this, in turn, 
actuates the Ribbon Driving Shaft. Whenever the Ribbon Driving Shaft is tilted, the Ribbon 
Feed Pauls work on the teeth of the Ribbon Ratchet wheel and turn it up. The lower Paul 
can be seen working on the teeth, while the upper Paul keeps the Ribbon Ratchet Wheel steady. 
Thus the Shaft fixed to the Ratchet wheel rotates and the bevel gears attached at either end of 
the shaft also rotate. There are two Bevel Gears fixed to the two vertical Spool Shafts and they 
are so arranged that only one set of Bevel Gears are brought into action at a time. So the 
side on which the Bevel Gear of the Longitudinal Shaft, mesh together with the Bevel Gear of 
the Spool Shaft, theribbon will be winding on that spool; while the other side on which the 
Bevel Gears are not engaged freely unwinds the ribbon. 


AUTOMATIO REVERSE Action. When the ribbon on any one spool is exhausted, the eyelet 
at the end of the ribbon comes out of the spool, and as it cannot pass through the narrow slotted 
hub of the Reversing Lever, it pushes the lever along with it. There is a shaft running from 
this lever, the lower end of which is equipped with a latch, and in its normal position it lies 
in the notch formed in the hub attached to the spool shaft. The hub is provided with a Dog 
which is arranged to swing out and act on the Ribbon Reversing Disc. When the Reversing 
Lever is pushed by the eyelet of the ribbon, the Dog comes out of the hub, and pushes out the 
Ribbon Reversing Disc and thus brings the two bevel gears on that side into contact. The 
ribbon begins to wind on the side on which the bevel gears have now meshed together. The 
Dog and Reversing Lever now return to their normal position, and the Longitudinal shaft is 
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held in that position by the help of the Detent Lever engaging а double bevelled ooller fixed on. 


tho Longitudinal Shaft. Similarly, when the ribbon has run off the other spool, the same 


action takes place, and the bevel gears on that side are brought into contact, and thus the 
ribbon reverses automatically. The ribbon may be quickly wound on any spool by means of 
the handle on the Ratchet Wheel. If it is desired to wind the ribbon on the left-hand spool, 
the wheel should be pressed to the left. In winding the ribbon to the right-hand spool, the 
wheel must be held firmly to the right. 


Ві-онвоме Device. The Shilt-Lever controlling the Bi-chrome ribbon mechanism is at 
the right in front of the machine just above the keyboard. The Colour Shift Lever is connected 
to the Bi-chrome key shaft, which, in turn, is connected to the Ribbon Actuating Lever slide by 
means of а slide link. The lower part of the Ribbon Carrier is hooked to the Ribbon Actuating 
Lever, and this is connected to the Universal Bar mechanism. When the Shift Lever is turned 
towards the black spot, the Ribbon-Actuating-Lever Controlling-Bracket moves to the right and 
the pin of the Actuating Lever énters the upper hub in the right Slide Groove. As the 
machine is worked, the Universal Bar is set in motion, and the Actuating Lever connected to 
the Universal Bar mechanism is tilted, which makes the ribbon-shield rise for receiving impres- 
sions from the upper portion of the ribbon. 


When the Lever is turned towards the red spot, the hub of the left slide groove enters 


_ the lower ріп of the Actuating Lever and thus raises the Ribbon Actuating Lever to а higher 


space for the receiving impressions from the lower half of the Ribbon on the Ribbon Carrier. 


When a Bi-colour ribbon is used this device helps us to write on any colour by merely 
shifting the lever. Іп using Single-colour ribbon, both halves-of the ribbon may be used by 
the same device. 

STENCIL Corrixe. When the Stencil Adjusting Handle is pushed to the left or the 
white spot, the two hubs of the Ribbon-Actuating-Lever Controlling-Bracket moves to the 
centre of the Ribbon Actuating Lever Slide Pins, and when the machine is worked the ribbon 
Actuating Lever fails to exert any movement from the Slide and thusits upward and downward 
movements are stopped and so the types directly strike the cylinder without the intervention of 
the ribbon. This device is used in cutting Stencils for duplicating machines. 


CHANGING RIBBONS. When all the ink in the ribbon is exhausted and the impressions 
become faint, the ribbon has to be renewed. То do this, place the carriage in central position 
and lock it by means of the shift lock Wind all the ribbon on one spool, and remove the spools 
from the ribbon cups. Detach the ribbon from the empty spool and attach the end of a new 
ribbon woumd on an Underwood spool by the hook to the empty spool. Wind the ribbon around 
the empty spool a few times, until the eyelet reaches the hub, seeing that the ribbon feeds to 
the front on both spools. Now place the spools in the cups seeing that the pins in the bottom 
of the cups enter the holes in the ribbon spool hubs. Pass the ribbon through the slots in the 
cups, and in front of the rollers. After this, draw the handle extending from the sides of the 
cups towards you and insert the ribbon in the slots of the Reversing Levers. Place the 
ribbon back of the Ribbon Guide and bring it forward in front of the pins in the Ribbon Guide, 
making а small loop in the ribbon and push it down іп the opening in the guide and turn the 
Ribbon Crank a bit to straighten the ribbon. 
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THe Back SPACE Key. The Back Space Key is situated at the upper left-hand side 
of the key board. The Back Space key is connected to its key lever, which in turn is connec- 
ted to the round bar extending to the right. There is an upright connection from the round 
bar extending to the carriage rack. When the Back Space Key is depressed, the key lever 
goes down and the round bar pulls the upright connecting link, which actuates the connected 
mechanism and the two steel pieces behind the carriage rack press it firmly, while the 
lower piece, or the Paul enters the tooth of the rack and pushes it to the right. Тһе rack 
moves one step to the right along with the pinion wheel and as the pinion wheel is prevented 
from rotating again to the lef& by means of the ‘clicks, the carriage stops at the new place. 
Thus with each depression of the Back Spacer, the carriage moves one space to the right. This 
device is very useful for insertion of omitted characters, for making corrections and also in 
conjunction with tabular work. 


THE TABULAR KEY. The tabular key is used when it is desired to move the carriage 
quickly to any desired spot in typing invoices, statements, etc., having tabular columns. There 
are about five Tabular Stops at the back of the machine sliding on the rod of the Tabular Frame. 
There is also a graduated scale corresponding to the Front Scale for setting the Tabular Stops. 
If it is desired to stop the carriage at 15, 20, 35, 40 and 50th degrees оп the front scale, set 
the stops at these degrees on the Tabular Scale. The stops can be set at any point by pulling 
them back out of the teeth of the Tabular Rack, when they can be freely slided on the rod and 
re-set at the desired position. If itis not desired to use any of the stops, they шау be thrown . 
back out of the teeth on the rack. Now, in order to stop the carriage at the 15th degree, move 
the carriage to the right, and depress the Tabular Key situated on the right-hand top corner 
of the keyboard. This key should not be operated in the same manner as the other keys. In 
other words, it should be pressed down and held firmly until the carriage has been arrested by 
the Tabular Stop. When the Tabular Key is depressed, the key lever is also depressed and 
the Tabular-Frame-Actuating-Lever connected to the Tabular Frame is also pulled down. Thus 
the Tabular Frame is thrown forward, and the Tabular Roll (Wheel) raises the rack upwards 
from the Pinion Wheel. This frees the carriage, and as it is pushed by the tension of the 
Mainspring, it dashes to the left until arrested by the first Tabular Stop. The force of 
the carriage is governed by an Automatic Friction Brake in the form of a leather cushion, 
which comes into contact with the Tabular Frame when the key is depressed. The carriage 
has now stopped at the 15th degree on the front scale. The second depression will similarly 
stop the carriage at the 20th degree, and soon. A considerable saving of time may be effected 
by using the Tabular Key. 


KEYBOARD TENSION. At the rear bottom of the machine there are ina line 45 springs 
and screws attached to all the key levers. The tension of the key-levers is governed by these 
springs which may be adjusted to the requirements of each individual finger. If it is noticed 
that апу of the keys are sluggish and do not return to their position promptly, their tension may 
be increased by loosening the key lever plate screws and turning to the right the particular screw 
of the key-lever to be adjusted. If it is desired to decrease the tension the particular screw 
should be turned to the left. А slight one-half turn at a time should be made to ensure proper 
tension, 


THE CARRIAGE TENSION. Тһе movement of the carriage is controlled by the coiled 
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mainspring fixed to the axle in the mainspring drum. The tension is communicated to the 
carriage by means of a strap or a draw band, one end of which is fixed to the Mainspring 
Drum and the other end hooked to the carriage at the end. The Mainspring Drum is situated 
at the rear of the machine, fixed to the left post by means of the Drum Hanger. The Main- 
spring Ratchet Wheel is fixed to the axle and it is held in position by the Tension Paul. To 
prevent the tension from being interfered with, a screw is fixed to the Mainspring Drum 
hanger which checks the Tension Paul. To facilitate winding, the tension ratchet is provided 
with a Crank or Handle. 


If the machine moves sluggishly and if it is desired to increase the tension, stand at 
the rear of the machine, loosen the check screw and turn the Ratchet Handle in the clock-wise 
direction. After proper tension has been given, the screw should be tightened. To decrease 
the tension, loosen the check screw and work upon the Tension Ratchet Paul gently, to and 
fro, when the Ratchet will turn in anti-clockwise direction, thereby loosening the tension. 
Adjust the check-screw again to its orginal position. It is however advisable not to unneces- 
sarily tamper with the tension. 


_ THE ROYAL STANDARD. 


Тне KEYBOARD. The keyboard of the Royal Typewriter is arranged in four rows, and 
like all other standard machines, the arrangement is of Universal Standard type. 


The keyboard is also provided with a Back Space Key, а Tabulator Key, а Space Key, 
‘a, Shift Lock Key, and duplicate Shift Keys. For writing capitals and upper case characters, 
the Shift Lock situated on the left side must be depressed, by which both the Shift Keys will 
lock through the Shift Lock Arm. Ву a light pressure applied to either of the Shift Keys, the 
carriage drops instantly from the upper case to the lower case position. 


THe LINE SPACE LEYER. This lever is on the left side of the carriage in front. The 
returning of the carriage and line spacing are accomplished with a single movement of the 
left-hand by pressing against this lever. 


Ілме Space ADJUSTING HANDLE. То change the width of space between lines, move 
this handle until the pointer indicates 1, 2, or 3 for single, double or treble-spacing as may be 
desired. When the Line Space Lever is pushed to the left, the rear end of the pointer engages 
on the teeth of the cylinder ratchet and turns it up according to the adjustment made, 


FRACTIONAL SPACER. ‘This is situated in the centre of the Left Cylinder Knob. When 
this release button is pressed in by grasping the cylinder knob with the palm of the left hand, 
it disengages the Ratchet Wheel from the Cylinder, and the Cylinder alone can be freely turned 
by the Thumb Wheel to any fraction of the notch space. This is used to make insertions or 
corrections, or to write on ruled lines when the ruling does not agree with the spacings of the 
Line Spacing Ratchet. 


LINE Space DisENGAGING LEVER. This lever when brought forward, pushes the roll 
of the Cylinder Stop Spring away from the Ratchet Wheel, and thus temporarily frees the 
Cylinder making it possible to rotate the Cylinder by the Cylinder Knobs to any fraction of 
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the space like the Fractional Spacer. The Lever should be returned to its normal position 
before regular work is commenced. 


CARRIAGE RELEASE LEVERS. There are two Release Levers on either side of the 
carriage. The necessity for the two levers being, to be handled with either hand in rapid 
work. Тһе rear ends of these levers are connected to the carriage rack. When one of the levers 
is pressed, the other end of it raises the rack from its contact оп the Pinion Wheel, and so 
the carriage moves freely to the left. When itis desired to move the carriage from side to 


side without changing lines, use either of these levers. 


РарЕв TABLE. ‘This rests behind the Cylinder and holds the paper for feeding into 
the machine. This may be tilted forward when adjusting Marginal Stops. 


РАРЕВ SIDE GUIDE. This is fixed to the rod behind the paper table, and is movable 
along the Paper Guide Scale. Uniform margin on all sheets is assured by feeding the paper 
against this guide. If a wide margin is desired, move the guide to the left; if narrow margin 
is required, move it to the right. А scale is provided on the Paper Table for adjusting the 
paper guide. 


OVERHEAD PAPER BAIL AND ScALE. This is in front of the Cylinder. The rubber 
rolls press the paper against the Cylinder and help uniform feeding of the paper. The rolls 
are movable and may be adjusted to the requirements of the paper. When adjusting the paper . 
they may be raised by the paper Bail Lift Lever. The rolls should always be kept within 10 
to 15 spaces from the paper, and not аё Ње ends. Тһе scale may be used for centering the 
paper and also for determining the position of the rolls. 


PAPER FEED Воз. There are two sets of rubber feed rolls lying close to the Cylinder, 
underneath it. These rolls press the paper against the cylinder and assist in even feeding. 
If it is desired either to remove or adjust the paper, the pressure of the feed rolls may be 
released by pulling forward the Paper Release Lever, situated at the right side of the carriage 
behind the Paper Bail Lift Lever. The student should not forget to throw the Release Lever 
back, and lower the Paper Lock after adjusting the paper and before starting to write. 


MARGINAL Stops. The Marginal Stops are mounted upon the Marginal Stop Rack, 
which is to the rear of the paper table. Тһе Scale on this rod corresponds with the other 
Scales in front. The marginal stops may be slided to any desired position by pressing on the 
button and moving it till the pointer comes to the desired spot. 


Linz SCALE. This lies close to the Cylinder and is graduated. The writing line lies 
exactly close to the edge of this line scale, while the characters fall in the centre of the gradua- 
tions of the scale. This is very useful for locating the carriage, for adjusting the paper, and 
typing at any particular spot, such as inserting omissions. 


Савр @отрев. These guides are quite essential when writing on stiff cards or at the 
extreme top, bottom, right and left-hand edges of the sheet. They may be raised to their posi- 
tion by grasping the holders. In ordinary work the card-holders should be dropped away by 
pressing down the release levers adjacent to them, so as to insure the full visibility of the 
writing line. 
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> Тик RINGING OF THE BELL. The right-hand Marginal Stop is provided with а bell- 
trip. When the carriage approaches its right extremity, the bell-trip passes over the bell 
hammer and lifts it; after the bell-trip has passed, the hammer falls on the bell and thus the bell 
rings. ‘The bell in the Royal rings seven spaces before the place set by the Right Marginal Stop. 
The bell thus gives timely warning for the operator to enable him to maintain a uniform right 

= margin. 

DOCKING ACTION. After the carriage has moved seven spaces from the point at which 
the bell has rung, the projection of the right marginal stop comes into contact with a plate at 
the Centre Stop Post and pushes it to the left: this happens at the 8th space. -The plate at the 
Centre Stop Post is connected by a series of links to the flat locking plate beneath the key 
levers. When the plate at the Centre Stop Post is pushed by the right marginal stop, the 
locking plate comes forward and prevents the Key levers from being depressed. This action is 
termed the Locking Action, and it avoids the piling of letters at line-ends. 


MARGINAL RELEASE Key. This Key is situated on the right side of the machine frame 
in front. This is connected to the Centre Stop Post at therear. When this key is pushed in, 
it throws back the Centre Stop Post and thus allows the marginal stop to pass beyond it. We 
can thus type a few characters and complete an unfinished word. When this key is held, 
the carriage may be drawn past both right and left marginal stops, permitting writing of 
Inarginal notes, etc. 


Action ОЕ THE SPACE Bar. When the Space Bar is depressed, the Universal Bar is 
drawn forward by means of a link connected to it with the extension of the Space Bar. As 
the Universal Bar moves forward, it pushes the Escapement Plate connected to it, and thus 
E 2 the Loose Dog and the roller escapement are brought into action causing the carriage to move 
i i space after space, to the left. 


2 ACTION OF THE BACK SPACER. When the Back Space key is depressed, the key lever 
= ig also depressed and the Back Space Paul, which is connected by means of а connecting link, 
ES engages the tooth of the carriage rack and pushes it to the right; and so the entire carriage is 
i brought one space back. During this operation, the clicks on the Escapement Wheel slip over 
| the Pinion Wheel, and hence the pinion wheel alone is rotated. 


| TyPE-BAR Action. When а character key is depressed, the key lever goes down, and 
E. the vertical link connected to it is also pulled down. There is a horizontal link connected 
p. to the vertical section, which is hooked to the rear end of the Type-bar. The movement of 
the key lever causes the corresponding type-bar to rise and strike against the Cylinder through 
the ribbon at the printing point. This action is termed ‘The Type-Bar Action’. 


STEP ВУ ӨТЕР MOVEMENT OF THE CARRIAGE. The step by step movement of the 
carriage is controlled by the roller escapement commonly known as Loose and Rigid Dogs in 
other makes of typewriters. When the carriage is at rest, the Loose Dog pivoted on the Escape- 
ment Plate holds down the tooth of the Escapement Wheel. There is a small wheel known 
as the Pinion Wheel, fixed to the axle of the Escapement Wheel. Тһе Mainspring tension is 
thus communicated to the Escapement Wheel. The Pinion Wheel can turn in the anti-clock- 
"wise direction, (i. e., when the carriage moves to the left) only when the Escapement Wheel 
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also rotates. But the Escapement Wheel is prevented from rotating by the Loose Dog, as stated 
above. бо the carriage cannot move to the left although drawn by the Mainspring tension. 
But when а character key is pressed, the connecting.link from the key-lever rocks the Univer- 
sal Bar, which in turn rocks the Roller Escapement. The Lose Dog therefore swings back and 
passes out of the engagement with the tooth of the escapement wheel. The Roller, which 18 
mounted on the top part of the escapement plate instantly passes into engagement with the 
same tooth of the escapement wheel from which the Loose Dog disengaged. This occurs when 
the finger-key or the Space Bar is fully depressed and when the finger-key begins to return, 
the escapement plate which carries the roller returns to its normal position; at this stage the. 
Mainspring pulls the carriage one step to the left and so the Loose Dog engages the next tooth 
of the Escapement Wheel. This movement is known as < The Step by Step movement of the 
Carriage’. 


THE RIBBON MOVEMENT. The cover of the Mainspring Drum is a gear plate, and this 
gear plate is in contact with a pinion, technically termed Ribbon Worm Shaft Pinion, located 
at the rear end of the Worm Shaft. When the Drum revolves, it rotates the pinion which in 
turn revolves the Ribbon Worm Shaft and Worm which is fixed to the outer end of the Shaft 
on the left-side. When this. worm is in engagement with any of the Ribbon Spur Gear or 
Ribbon Bevelled Gear, the ribbon feed takes place. Thus when the worm is engaged with the 
Spur Gear, the ribbon feeds from right to left and when engaging with the bevelled gear, the 
ribbon feeds from left to right. The respective spools into which the ribbon collects can be 
ascertained without operation, by observing the reverse handle. If it is indicated to the left, 
the left spool will collect while the right spool exhausts, and vice versa. 


Note :—The ribbon transports only when the carriage moves to the left, and not when 
it is drawn to the right. 


To utilise the entire surface of the ribbon, a bi-chrome handle is provided, and when it 
is indicated to the blue spot, the top part of the ribbon will be brought into use and when the 
same is placed on the red spot the lower part of the ribbon will be brought into use. When it 
is turned to the white spot by lifting the stencil lever the ribbon shield is thrown out of gear 
and so its upward and downward movements are stopped and the types directly strike against 
the cylinder. This device is used for cutting of the type faces on the stencil for duplicating 
purposes. 


AUTOMATIC REVERSE Aorion. The Spools of the Royal Typewriter carry a latch for 
the purpose of reversing the direction of the ribbon feed automatically. So long as the ribbon 
is wound on the spool, the latch lies close to the spool and remains inactive. But when the 
ribbon on any one spool becomes sufficiently unwound, the latch drops down owing to the action 
of the spiring attached to it and falls in the path of the Automatic Reverse Lever, thereby 
causing the roller pivoted on the other end to come into contact with the Automatic Reverse 
Cam. During this train of mechanism the worm moves bodily and engages the other ribbon 
gear when the ribbon reverses automatically from one spool to the other. 


CHANGING RIBBONS. The Ribbons of the new Royal Typewriter are concealed by 
Ribbon Spool Covers. In order to change ribbons, touch Ribbon Cover Release Button and raise 
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each ribbon cover to its top position which makes the ribbons accessible. Wind all the ribbon 
on the right-hand spool by placing the thumb of the left-hand against Ribbon Feed Release and 
with the forefinger of the right-hand in one of the depressions at the top of the ribbon spool 
rotating until all the ribbon is collected on the right spool. Then raise the Ribbon Vibrator and 
remove the ribbon from it. Now lift out the left-hand spool and detach the ribbon from the 
arrow-shaped hook, and also lift out the right-hand spool which contains the ribbon. Take a 
new ribbon and attach the free end of it to the hook on the empty spool and drop both spools 
into their hubs and see that they properly fit over the pins. Grasp the ribbon between the 
thumbs and forefingers and insert the ribbon into the Vibrator. Then close the ribbon spool 
covers again. 


THE TABULATOR STOPS. Tabulators are used for the purpose of paragraphing, typing 
salutations and subscriptions, etc., in the usual correspondence work, and also for typing columns 
of figures. The tabulator rod is located to the rear of the marginal stop rod. The scale on the 
rod is calibrated to correspond with the other front scales and is intended for setting the stops 
at the required position. The stops on the rod can be removed by lifting them up and re-set 
af any desired points at which it is desired to stop the carriage. When the tabulator is 
depressed, the connecting mechanism is brought into action and the Tabulator Rack Lift Lever 
lifts the carriage rack, thereby disconnecting it from the pinion wheel, which frees the carriage 
to dash to the left. Simultaneously the Centre Stop Post comes forward and obstructs the 
carriage at the first stop from dashing to the left and so the carriage stops at the first Stop. 

Thus with each depression of the Tabulator Key, the carriage can be made to jump quickly 
from one column to another. 


Some of the new models are now equipped with five decimal tabulator keys, situated at 
the top of the keyboard. This device greatly facilitates the setting and clearing of Tabulator 
Stops. These swinging Tabulator stops are mounted upon the tabulator rack and run the full 
length of the writing line. The Keyboard is provided with а key called «Tab Set Key” which, 
upon depression automatically sets the stops in the desired position. ‘When it is necessary to 
clear the Tabulator stops where a new set-up is required, move and hold the Tabulator Stop 
Clearing Lever forward and move the carriage either -to the right ог left by means of the 
Release Levers. This causes the stops to return to their inoperative position. 


Tf it is desired to tabulate a column of figures containing dollars and cents, a tabulor-stop 
should be set at the position where the decimal point is to appear in each column of figures. 
When the first key marked with a period (.) is pressed, the carriage will move to the decimal 
place in an amount to be written. When the key marked 1 is operated, the carriage will move 
to the place in the amount where the units of dollars are to be written. When the key marked 
10 is operated, the carriage will move to the tens of dollars place. Similarly, each subsequently 
marked right hand key will cause the impressions to fall successively one space further to the 
left. The same procedure may be-followed for currencies other than the dollar system, 


VistBLE Тосон CONTROL. Тһе Scale on the right-hand side glass of the machine 


indicates the degree of tension on tho keys of the machine. This may be varied at will by 
— the operator by turning the wheel underneath the rear of the machine, in the proper direction. 
| The movement of the white marks on the scale indicates whether the tension is being increased 
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or decreased. The lower numbers mean lighter touch, the higher numbers heavier touch. 
Consequently, the lower numbers reflect & slower speed and the higher numbers faster. With 
this device it is possible to adjust the touch to individual preference. 


CARRIAGE TENSION. The tension of the carriage can be increased by turning to the 
left the screw visible through the hole in the left-hand dust plate at the top. То decrease the 
tension turn it to the right. е 


REMOVAL OF THE SIDE PANEL Gass. The side panel glass may be removed if 
necessary, by using a light pressure from inside near the bottom edge of the glass, where the 
two clips are in contact with the frame. 


—— 


GENERAL. 

Possible defects, temporary derangements, their causes and rectification. 

DEFECTS AND THEIR CAUSES. REMEDY. 
Defective Paper Feeding. 
1. When the feed-roll release lever is lockéd Release the lock. 
2. Wearing out of the feed-rolls or platen Renew the same. 
3. When the feed-rolls or the platen be- Clean by rubbing with a cloth wet 
come “slick” due to accumulation of with alcohol. 


foreign matter on their surface 


4. When the feed-rolls do not spin freely Apply a drop of oil with а pin on the 
due to lack of lubrication on the feed feed-roll shafts next to each feed-roll. 
roll bearings Exercise great care not to get oil on the 

rubber feed-rolls, as oil will destroy the 
rubber. 


Defective movement of the Carriage. 
` A. The Carriage moves by jerks. 


1. When one or more teeth of the escape- Replace the defective part. 
ment wheel, pinion wheel or the 
carriage rack are broken or worn out 


2. When the Loose Dog spring is worn out Renew the spring. 
or lost its temper 
8. When the pinion wheel and the rack Adjust the same. 
are out of position 
4. When the tension is too high Reduce the tension. 
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DEFECTS AND THEIR CAUSES. 
B. The Carriage moves sluggishly. 
1. When the tension is too low 


2. When the Dogs stick or the pinion wheel 


в does nob freely turn 
| жу 9. When the carriage rails or raceways do 
not allow a free movement of the 
carriage 


4. When the ribbon movement is defective 


©. The Carriage stops. 


1. When the mainspring tension strap is 
broken or the tension is completely 
removed | 


2. When the back space paul fails to return 
toits normal position after the back 
spacer is depressed 


9. When the rocker does not function 
properly 
Defective Ribbon Movement. 
1. When the impressions become faint 


2. When the movement of the ribbon is 
not uniform 


9. When there is no automatic reverse 
action 


7 Defective Type-Bar Movement. 


1. When the face of the type gets out of 
gear 


2. When the type-face becomes worn out 
or loose | 

3. When the type-bar does not return 

quickly 
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Increase the tension. 


Clean and slightly oil the same. 


Clean and oil the rails. 


Set right the defects. 


Renew the strap and give proper 
tension. 


Adjust the spring attached to the 
back space paul. | 


Adjust the Dog Block. 


Renew or change the side of the 
ribbon. 


Adjust the ribbon gears. 


Adjust the ribbon mechanism or push 
the crank by hand. Set out the spools to 
their correct position, if they have been 
reversed. In the case of Underwood, place 
the eyelet inside the hub. 


Take out the bend with a proper 
tool or spanner. 


Re-solder with a new type. 


Clean and remove the dirt from the 
corresponding type bar slot in the segment 
and adjust the key lever screw. 
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DEFECTS AND THEIR CAUSES. 


Defective Line Spacing. 


1. When the variable line spacer or cylinder 
ratchet release is locked 


2. When the teeth of the cylinder ratchet, 
or the line space paul are worn out 


8. When the spring in the line space lever 
is broken or worn out 


Defective Ringing of the Bell. 
When the bell does not ring properly 


Defective Left Margin. 


1. When the carriage is pushed to the left 
with too much or too little force 


2. When the left margin stop is not pro- 
perly set on the rod 


Defective Alignment. 


1. When the letters fall out of 4 place 
in the line, i.o., some of them being 
too high and others too low 


2, When the capitals are out of alignment 
owing to releasing the shift key before 
the character key is struck, or of in- 
sufficient pressure 


3. When bad alignment is due to the defect 
of the type-bar or type guide 
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Release the levers to their norma! 
position. 


Renew the same. 


Renew tho spring. 


Adjust the spring attached to the 
bell hammer or bell trip. 


Push the carriage gently till arrested 
by the left marginal stop. 


Set the stop correctly. 


Preserve an even touch and avoid 
undue amount of force in the depression of 
the keys. 


Press the shift keys properly and 
release after striking the capital letters. 


Adjust the type guide and straighten the 
type-bar bend. 


СС-0. Jangamwadi Math Collection. Digitized by eGangotri E 


“ , 
%. 


MODERN TYPEWRITING. 


| QUESTIONS. 
1. What is the principle of fingering ? 


E 2. Make a rough drawing of the right and left-hands and Eno quon each finger the 
= keys to be struck by them. 
e Wr 3. Why two shift keys are necessary? Describe the action of the shift key lock. 
put: 4. Show the carriage, name all the important parts and explain their uses in detail. 


5. Explain the step by step movement of the carriage. 
6. Describe the action of the type-bar when a key button is depressed. 
7. What is a back spacer? Describe its action. 
8. What happens to the carriage after a letter has been struck? 
9. When the carriage is at rest what is it that prevents its movement? 
10. What are the respective uses of the rack and pinion wheel ? 
11. Describe the bell mechanism. Why is the bell warning intended ? 
12. Adjust the carriage so that the bell warns at 70. 
18. What is meant by ‘ Locking Action’? Explain the action of the line lock release. 
14. What is meant technically by the word “Dog”? Is your machine equipped with Dogs ? 
Tf so, state how many, and describe their function. 
15. State the uses of Line Space Lever. What difference is there in returning the 
carriage by the carriage release and by the Line Space Lever? 
16. State the function of the marginal stops. 
17. Show how to write marginal notes on both the sides without disturbing the permanent 
margins. What precautions are to be taken when typing marginal notes ? 
18. Give as many instances as you can of the Variable Line Spacer ? 
19. Why is the Universal Bar so called? What are its uses? Where is it located ? 
20. What is the purpose of the Mainspring ? How is the force of the mainspring communi- 
cated to the carriage and the escapement mechanism ? 
91. Show how to increase and decrease the carriage tension. 
29. What is the purpose of the ribbon? Explain its various movements ? 
98. Explain the lengthwise movement of the ribbon. 
94. Explain the automatic ribbon reverse movement. 
25. Describe the process of putting a new ribbon. 
_ 26. What functions are served by the ribbon shield ? 
_ 97. What devices are there to utilise the entire surface of the ribbon ? 
28, Can you ascertain without operation into what spool the ribbon collects ? 
29. Does the ribbon move in the following cases ? 
(а) when the carriage travels to the left. 
(b) when the carriage is drawn to the right. 
(с) when the space bar is operated. 
Ss = (d) when the back spacer is operated. 
R ES You can push the carriage to the right but not to the left, Why? 
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QUESTIONS. 


How many important tensions do you find in a typewriter? How do you increase 
or decrease these tensions ? 


. Explain the function and working of the tabulator key? Set the Tabular Stops so 


that the carriage stops at 25, 35, 45 and 55th degrees on the scale. 


. How do you account for the paper passing into ‘the machine unevenly? How may 


the defect be remedied ? ©% 


. What is the cause of irregular line spacing and uneven margins ? 
. Mention three possible causes of temporary breakdown of а typewriter and the adjust- 


ments you would make to remedy them. 


. In how many different ways can you bring the carriage to the left and right? 
. What are the remedies to be done when the carriage makes a slow and sluggish move- 


ment ? 


. In how many directions does the loose dog work ? 
. What are the uses of paper-shelf and paper-side guide? 


How do you account for the type-bars not striking the platen properly to give impres- 
sions? What remedies do you suggest? 


. What is the object of scales ? 
. Show how to throw the ribbon out of action when cutting stencils and explain its 


mechanism. 


. Why is only one type produced at a time though there are two characters mounted 


on each type? What із meant by the term ‘dead-key’ ? 


. Explain the function of feed rolls and paper fingers ? 
. How is the Space Bar connected to the escapement mechanism ? 
. What peculiarities will you notice on the machine ? 


(a) when the loose dog spring is removed 
(b) when the click on the pinion wheel is removed с 
(c) when the Universal Bar is removed 
(d) when the mainspring strap is cut off 
What parts are brought into action ? 
(а) when you press the space bar 
(b) when you press a key button 
(c) when you press the tabulator key 
(d) when you press the back spacer 


. What changes do you find in the action of the carriage ? : T em 


(2) when there is no loose dog 
(b) when there is no rigid dog 
(c) when both the dogs are loose dogs 
(d) when both the dogs are rigid dogs 
Describe the various causes for the stopping of the carriage in the course of your work 
and suggest remedies. . 


‚ State the causes and remedies for bad alignment. 
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~ CHAPTER X. 


PREPARATION FOR EXAMINATION. 
HINTS TO EXAMINEES. 


As the author has had а fairly long experience as a teacher and examiner in Туре- 
writing, it is considered that the following suggestions might prove helpful to examination- 
going candidates, firstly in acquiring the necessary knowledge, and secondly in utilising it te 
the best advantage in the examination room. The student is strongly urged that, from the 
commencement, he should study the principles and practise typewriting methodically, under the 
guidance of an adept teacher. 

Preparation. ‘The selection of a suitable text-book would naturally rest with your teacher, 
| but the study of as many standard books as possible dealing with typewriting is advised. Have 
1 a perfect control over the keyboard. Adhere to the “rhythmic”? method of typing as explained 
: in this text book. А thorough knowledge of the mechanical construction of the machine, such 
as insertion, adjustment and removal of the paper, adjustment of line space and margin regulators, 
is of very great importance. 


Study the correct use of various characters for special requirements. The rules of 
punctuation, spelling, syllabification, capitalisation, paragraphing, centering and display should 
be thoroughly learnt. Get yourself acquainted with the tabulator with a view to save much 
time which would otherwise be wasted in operating the space bar. Hconomise even seconds, ав 
the seconds soon make minutes, and minutes may mean a failure to complete your paper in time. 

Examination Room. The examination should have no terror to the examinee. On the 
contrary, he should enter the examination room with the fullest confidence in his ability to 
Satisfy the examiners. Some candidates feel nervous on entering the examination hall or on 


AS Ee beginning to type. Some excite themselves before entering the hall. This should be avoided. 
| The candidates should enter the room atleast ten minutes before the examination, and arrange 
DUE. the seat where good light falls both on the machine and on the question papers. The light 


should preferably fall from the back or from the left side. See that the desk upon which the 

machine is placed and the chair on which you are to sit are of suitable height and are пов. 

rickety or shaky. Provide yourself with red ink, pen, pencil, eraser, blotting paper, ruler, pen- 

knife, the required number of carbon sheets and a few sheets of plain paper. Where copy- 

holders are not supplied, it is advisable to use a flat piece of metal of the width of the question 
с paper to serve as line guide. Insert а sheet and type а few lines and see that the machine is 
E in perfect working order and the impressions of the ribbon are clear. 


Examination Paper. Тһе first paper is a speed test of fifteen minutes’ duration, In their 
i desire to type at high speed, candidates exceed the limit at which they are able to type 
ie. correctly and thus commit errors. This should be carefully avoided by observing the following 
simple rules: (1) Begin at something less than your normal rate and then gradually increase 
your speed when you feel perfectly comfortable. (2) If you should make an error, let it go; you 
cannot do anything, and worry won't correct it. (8) Do not be concerned if your neighbour 
_ appears to be faster than you are; іп other words, ignore every outside influence and concentrate 
‘Solely upon the task in hand. (4) Do not get excited or nervous. Adjust the marginal stops 
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HINTS TO EXAMINEES. 


at 15 and 75 and use double-spacing with treble-spacing for paragraphs. An indent of five to 
seven spaces should be given at the beginning of paragraphs. Do not leave less than 5 or more 
than 7 spaces for paragraphs. Carefully note the paper approaching the bottom. On a second 
Sheet type the page number in the centre and then commence, Leave sufficient space at the 
top before typing the number of the page. Itis advisable to have a light pencil mark in the 
answer paper at the place where the last line should be typed, so that the work is not made ugly 
by typing to the very bottom edge. Make a pencil mark in the question paper where the last 
word has been typed on a page. Commenge from the succeeding word on the next page. 

On completing the speed test, type your examination number, the name and number of 
the model of the machine, grade and centre on the right-half of the outer sheet and then securely 
fasten the sheets and hand them over to the Superintendent. 

Before commencing the second paper read all the directions. Select the questions about 
which you feel most confident and type them first. Before typing the manuscripts read them 
thoroughly and understand all the contractions and abbreviations. Learn the correct arrange- 


ment of the letter or document given in the question. See that each answer is properly centered. 


on а separate sheet and neatly tabulated. The questions requiring carbon copies generally 
carry more marks than others and so these should be carefully typed. 
Statements, balance sheets, etc., requiring rulings should be carefully ruled, as many 


examinees rule so clumsily as to spoil the neat appearance of the work. All ruling should be 


done lightly with red ink. 

Neatness. Many candidates seem to think that neatness and methodical arrangement 
of answers are unnecessary. Іп the opinion of the author tidiness and a methodical setting out 
of the work are essential as they carry more marks than the slovenly answers submitted by the 
examinees. Marks are deducted by the examiners for mistakes of the following kinds :— 

Omission of space between words, omission of punctuation marks, omission of letters in 
а word, wrong spelling and syllabification, bad alignment due to hasty pressing and release of 
the shift keys, repetition of words, transposition of letters or words, clumsy erasures, over-typing, 
scoring by the letter ‘x’, bad centering of head-lines, misplacement of figures, failure to expand. 
abbreviations, defective and dirty carbon copies, etc. The examinees should therefore avoid such 
mistakes in their answers. 

Do not leave the examination room until the last minute. After carefully revising your 
work, arrange all the sheets in order, and put the question numbers on them and securely fasten 
the sheets by means of a paper-fastener and type the examination number, the name and 
number of the model of the machine, grade and centre, as usual on the outer right-half of the 
Sheet and hand them on to the Superintendent. 

Oral and Practical-Examination. Many candidates think that the oral and practical 
examination is а nominal affair for which no preparation is necessary; while others commence 
to study only a day or two before the examination. Asa result of this carelessness, candidates 
plead ignorance of simple matters on mechanism and fail to satisfy the examiners. Students. 
should learn to do such practical things as the removal and replacement of ribbon, cleaning and 
oiling of the machine and envelope-addressing and the action of the essential working parts, 
etc., when they have learnt the first principles and progressed through the first few lessons. 

Conclusion. In conclusion, it need only be said that if the candidate has studied and 
practised on the lines indicated above he may rest assured that he will be able to acquit himself 
well at examinations and to give satisfaction to his prospective employer. 
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MODERN TYPEWRITING. 


SYLLABUS. 
LOWER GRADE EXAMINATION. 


1. First Paper — Speed Test :—To typewrite an ordinary printed passage containing 815 
words. Special attention must be paid to accuracy and neatness of execution. Time — 
15 minutes. 


9. Second Paper :—To type correctly from manuscript.matter statistical tables, invoices and 
similar documents, filling in blank forms. Candidate’s power of spacing and display will also be 
tested. То type correctly, taking not more than three carbon copies by means of carbon paper, 

= & rough and unarranged draft in manuscript (lithograph) of official or commercial correspondence 
containing mis-spellings, bad punctuation and common abbreviations and consisting of at least 
two letters, not exceeding 550 words іп all. ‘Time — One hour and thirty minutes. 

3. An oral and practical examination, including the mechanism, embracing the following: 
simple questions on fingering and manipulation, names of essential working parts and their 
functions, inking device, renewal of ribbon, cleaning oiling and care of the machine; possible 
defects and temporary derangements ; their causes and rectification ; and envelope addressing. 


NOTE :—Presence of more than 5 per cent of errors or omissions in the transcription may be taken to indicate that the standard has 
not been reached. 


Min. for passing. 
Мах. ,- 


А 
Ast class. 2nd class. 

I Paper ... ave ... ... 100 75 45 

d om ө a .. 100 75 45 

Oral and practical examinations including mechanism. .. 100 75 45 


Total ... 300 225 135 


—— — 


NOTE :—The syllabus prescribed for ће S.S. L. C. Public Examination is the same as that of Lower Grade but in the second 
paper the statements are printed. Тһе scheme of marking із as follows :— 


I Paper (Speed test). . 


Max -. 25 Marks. 
П 5» (Statements and Mss.) 55% vee co 5 is 
Oral and Practical examinations 52% on -. 25 n 
Total -= 100 


—— 


HIGHER GRADE EXAMINATION. 
1. First Paper — Speed Test :—To typewrite a passage of 600 words. 
must be paid to accuracy and neatness. Time—15 minutes. 
2, Second Paper :—This paper is intended to serve as a test of the candidate’s knowledge 
of spelling, punctuation, printer’s corrections and abbreviations. One of the compulsory questions 
will be to typewrite in proper form, taking not more than four copies with carbon paper, from 
confused and abbreviated rough manuscripts (lithographed) To typewrite advanced tabular or 
other matter such as invoices, balance sheets and statistical tables from manuscripts (litho- 
graphed), to display and rule up where necessary. Time — One hour and a half. PE 
3. An oral and practical examination, including, mechanism, embracing the following: 
simple questions on the manipulation and care of the machine; possible defects and temporary 
derangements ; their causes and rectification ; alignment, tension, inking devices, marginal notes, 
the methods of spacing, and stencil cutting and the taking of duplicates. 


Special attention 


; NOTE :—The presence of more than 4 per cent of errors or omissions in the transcripti b toi te that the standard 
has not been reached. Ше Scheme of marking із the same as for Lower Grade, epon umay Бе AIR оек 5 E 
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QUESTION PAPERS. 


S. S. L. C. PUBLIC EXAMINATION. 


Marco 1982. 
EDUCATIONAL PROBLEMS. | 


At a recent Conference in London on Edu- 
cation in the British Commonwealth convened 
by the New Education Fellowship, Sir Percy 
Nunn, the President, gave an address on the 
need for an Institute of Education, largely 
intended for the study of education problems 
of the whole Commonwealth. Sir Percy Nunn 
is well known in India as a stimulating writer 
on education and as a Principal of a Training 
College which attracts many Indian students. 
A prominent and influential figure in London 
University circles, he is in a good position to 
know what that University can and ought to 
contribute towards such a scheme. His co- 
operation in the various technical. inquiries of 
the Consultative Committee has brought him 
into close touch with the Board of Education. 
His work on the Advisory Committee on Edu- 
cation in the Colonies, and his control of the 
training of those selected for educational work 
under Colonial Governments, have enabled him 
to study from within the problem of overseas 
education. Не is therefore peculiarly fitted 
to give enthusiastic advice on such a subject. 
During the past two years I have been lucky 
enough to get from him, first hand, his views 
on this fascinating question, and I am there- 
fore in а position to amplify his necessarily 


"compressed letter with an assurance that he 


welcomes the greatest possible publicity for his 
ideas. І depend also for inspiration on some 
articles on the same subject contributed to The 
Spectator, and other journals by Professor F. 
Clarke, head of the Education Department at 
McGill University, Montreal Educated іп 


` England, Professor Clarke, while holding pro- 
fessional chairs in South Africa and Canada, 
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has had ample opportunities for meditation on 
the cultured relations that exist, or that ought 
to exist, between the Dominions and the Mother 
Country. Such relations would be studied 
scientifically and objectively in the Institute 
which is contemplated. Viewed at present 
spasmodically in occasional conferences and 
with a subjective and racial bias, they are be- 
coming the source of uneasy suspicion. 

It is amazing and yet characteristically 
British that there is within the Empire no 
original institution ог body which is studying 
the cultural and educational problems and inter- 
relations of the Empire's component parts. 


MancH 1988. 
SECONDARY EDUCATION. 


Generally speaking, the object of secondary _ 


education is two-fold, namely, to provide varied 
forms of training for life and employment suit- 
able for the large numbers of pupils of differing 
attainments and circumstances in the secondary 
stage, and to secure for them the qualification 
for entry into the University course. Тһе 
majority of students leaving secondary schools 
are generally inclined to seek some kind of 
employment or other. But unfortunately the 
training given to them in secondary schools 
does not give them the necessary equipment for 
any particular calling. The products of the 
existing schools are accentuating the acuteness 
of the problem of unemployment. The lure 
of Government service is still potent, but the 
posts are limited. This acuteness of the 
problem of unemployment can, to an apprecia- 
ble extent, be minimized by the introduction 


of technical and industrial instruction іп secon- | 


dary schools. A student well-trained in a 


secondary school has a better chance of making 


= 
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MODERN TYPEWRITING. 


а good start in life than one who is the victim 
of fluctuating educational policy. 
“Мт. Н. Ramsbotham M.P., Parliamentary 
Secretary to the Board of Education, in the 
course of his presidential address, said that the 
mass of vocations in any civilized country, 
consisted of occupations in industry, commerce, 
and agriculture, and the problem of how far 
the present system of secondary education was 
fitting boys and girls to give the best service 
to those occupations, had arrested the attention 
of leaders of thought and practice both in the 
spheres of education and of industry, commerce, 
and agriculture, and that by careful thought 
and experiment they could improve the posi- 
tion. 

If the captains of industry be in touch with 
the educational authorities, it may be possible 
to evolye a system of industrial education in 
secondary schools to suit the requirements of 
the local industries and train students in such 
a way as to make them competent recruits for 


the industrial organizations concerned. It 


may take some time before the industrial 
development in the country has reached a stage 
when it could absorb well-trained young men 
in the profession. Though the present outlook 
is not very encouraging, progress of industrial 
training cannot be delayed. A good general 
education and vocational training should go 
hand in hand in all well-organized secondary 
schools in the country, if secondary education 
should fulfil its object. 


Marco 1984, 
WOMEN’S EDUCATION. 


It is very significant that during the last 
two or three years several enquiries have been 
conducted in various provinces in India regard- 
ing important problems connected with the 
education of girls. Тһе question has given 
rise to sharp differences of opinion in countries 
in the West where women’s education has at 


the present day reached striking developments. 
— Naturally enough the results of the investiga- 


126 


CC-0. Jangamwadi Math Collection. Digitized by eGangotri 


tions made in India do not always clearly indi- 
cate the lines on which progress should be. 
attempted. After a reference to the fact that 
the cause of women has recently gained Striking 
attention in India and to the splendid work 
done by women in various spheres of life, the 
President dealt at length on the aims of women’s 
education in India. In his view, which is of 
course very generally held by thinking persons, 
women must take their due place in the life of 
the country as responsible citizens. . While 
women should secure rights and duties of 
citizenship, those unpleasant features of social 
life in Western countries should be avoided in 
India. It is therefore necessary that our edu- 
cated women should take care to hold on to our 
country's best traditions and national character- 
istics, imbibing only what is good and essential 
for their progress and that of their country in 
the world of to-day. It is only by a happy 
blending of the best in the past and the present 
that women can successfully work for the 
regeneration of India. Reform is necessary 
for progress, but it should not be understood to 
mean the introduction of habits and customs 
which are totally opposed in spirit and in form 
to our ancient civilization. Тһе President, 
while welcoming separate educational institu- 
tions, is not against co-education; on the other 
hand, he considers that owing to the poverty 
of India, co-education would be a necessity for 
quite a number of years to come. In the 
Punjab, according to the Punjab University 
Enquiry Committee Report, the Punjab Uni- 
versity Union was in favour of co-education, It 
reported that *not only would it terminate the 
inferiority complex, from which the Punjab 
student generally suffers when in the presence 
of ladies', but it would also get rid of the various 
represses and complexes which have such a 
bad psychological effect. | À 
Manon 1985. 
PUBLIC PARKS. 

There is nothing in which our cities should 

take more pride than in their public parks. 


QUESTION PAPERS. 


The rapid abandonment of the open spaces of 
the country for the huddled quarters of the city 
brings a number of peculiar evils—the insani- 
tary effect of crowding, the ugliness of paved 
streets and long rows of houses all alike, and 
the lack of healthful exercise. 

The opening of small parks and squares 
in densely-inhabited quarters has been followed 
by a notable decrease of mortality. One reason 
for this is that they serve as reservoirs for pure 
air. A foul atmosphere weakens the vitality 


` and makes it harder for the individual to resist 


disease. Another reason is the undoubted 
sanitary use of trees. А border of trees around 
a city is a great hindrance to the entrance of 
epidemics. Experienced travellers in countries 
where malaria prevails locate their nightly 
camps in places cut off by groves from pestil- 
ential swamps. Moreover, by the even tempe- 
rature which they keep, trees help much to 
mitigate the summer heat and the winter cold. 
So much for the economic and sanitary value 
of parks. But their artistic value is even 
greater. 


The ideal park is so planned to show 
Nature in as many aspects as may be re- 
produced. Іп the heart of a city, it is so laid 
out that the visitors will catch no glimpse of 
surrounding buildings. Hills are raised and 

. trees are planted to give a mysterious effect of 
farther distances. The tract is made to seem 
much more extensive than it really is. The 
plans: provide an agreeable combination of 
woodlands and open fields, miniature cliffs and 
gentle eminences. The impression of the whole 
is reposeful, but interest is aroused at every 
turn by something new — a contrast in colour 
ог іп form. Flowering plants and shrubs аге 
set out in profusion, but not to bewilder. Every 
view offers a suggestion; even the formal 
gardens — which represent the most artificial 

‘school of landscape architecture—are approved 
by the eye. In tangled tracts, here and there, 
Nature is left to herself, but the gradations 
between her handiwork and that of man are 
so easy that there is no sense of a comparison 
between the artificial and the real. 


LOWER GRADE EXAMINATION. 


APRIL 1982. 


The steady and solid progress of the co- 
operative movement is by degrees providing 
the necessary foundation for a corresponding 
progress in scientific agriculture. The means 
of the Indian cultivator are very limited, 


and in most cases do not permit of outlay . 


either upon improved agricultural implements, 
or upon expensive fertilisers necessary for 
supplementing soil deficiencies. The Indian 
cultivator needs improved seed, improved tools, 
and improved methods; and unless these can 
be placed at his disposal, he cannot be expec- 
ted to achieve much progress. 

The help which the co-operative system 
can afford in overcoming these difficulties is 
undoubted, and the prospect of future pros- 
perity which it opens up to. the peasant is 


most encouraging. At present, since his 
means are small, the Indian agriculturist 
often fearsto take up new methods until he 
is convinced beyond all possibility of doubt 
that he is going to do much better without a 
large extra expenditure of labour and of 
money. But іп his case it is not merely a 
question of poverty and under-capitalisation. 
The world's progress is affecting agricul- 
ture equall with other occupations, and 
unless the agriculturist can be equipped with 
the knowledge, as well as the capital, for 
developing the resources at his disposal, it is 
difficult to see how he will in future support 
his share of the economic burden from which 
no nation on the road of self-government can 
escape. 
Moreover, the economic upheaval result- 
-ing from the war has thrust agriculture into 
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the foreground and has intensified the demand 
in India for higher production. During 
recent years, an extraordinary change has taken 
place in the position which the Department of 
Agriculture occupies relative to the agricultural 
population. In many places, the cultivator 
has already learnt to look on the agricultural 
expert as a friend and a guide, and his old 
attitude of suspicion towards new methods is 
beginning to be substantially modified. "When 
the successes of such methods can be quickly 
and plainly demonstrated, they spread with 
remarkable rapidity. 

In Southern India, the willingness of the 
agricultutist to learn how to improve the 
quantity and quality of his crops is being 
hailed by those in a position to form a sound 
judgment of the matter as the dawn of an era 
of intensive cultivation. 


APRIL. 1938. 


Over nine months ago, the British Govern- 
ment, through the mouth ой the Chancellor 
. of the Exchequer, announced that they would 
"welcome a rise in wholesale prices.” Тһе 
criticism; which is frequently heard, that 
nothing has been done to translate this desire 
into practice is not altogether just. А recovery 
in prices depends on the stimulation of demand, 
for it remains broadly true that prices respond 
to the varying relation between demand and 
supply, though this relation is rarely the same 
as the relation between the desires of consumers 
and the volume of production. 

Demand, in short, in the economic sense, 
means orders, not wants, and the volume of 
orders is popularly known as “effective de- 
тапа.” Іп so far as effective demand has 
been checked—and it is being severely checked 
—by such factors as financial or monetary 
instability, exchange restrictions, huge inter- 
national debts, and public extravagance invol- 
ving confiscatory taxation, the Government have 
done their best, with some partial success to 
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restore conditions under which a rise іп the 
world level of prices will become possible. 
Moreover, pending further developments of an 
international policy, they have done something 
to prevent a further fall in prices within the 
areas which they control or can influence; 
though in this matter their policy has been to 
restrict competitive supplies rather than to 
stimulate effective demand. This policy has also 
had some success in so far as the deterioration 
in trade and industry visible in so many other 
countries has not been reflected in Great 
Britain. But there are still two and three 
quarter million unemployed; the prospect of 
general international collaboration cannot be 
realized quickly; and both the present situation 
and the future prospects have impelled many 
to ask whether something more cannot be done 
by the British Government without waiting 
for the co-operation of others. 


It is suggested, perhaps with some precipi- 
tancy, that stimulus of cheap money and of 
a protectionist policy has not proved effective 
in convincing either producers or consumers 
that prices have reached rockbottom, that the 
economy which was at one time necessary to 
secure stability has seriously diminished purcha- 
sing power, and that in the words of Professor 
Pigou, *the engines have been reversed long 
enough and it is time to move cautiously 
forward." і 


Тотх 1988. 


«Тһе universal slump and fifteen years 
of sober reflection have opened Japan's eyes 
to the realand false values of her purblind 
copying of the West. She had not only imi- 
tated its vices, but she had neglected her own 
indigenous culture, which she now saw to be 
superior. In gaining the West she had almost 
lost her own soul, Hence a wave of nationa- 
lisim of a new type with rather violent reactions 
against anything foreign. The American 
Exclusion Law also aroused much hostility, 
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and is resented even more than the unnecessary 
meddling in Manchuria by the already dis- 
credited League of Nations. ." AII this is 
now aggravated by the serious economic stress, 
and the stupendous growth of unemployment 
among her intellectuals. «Japan's old problem 
was to provide education enough. To-day her 
concern is to check the dangers arising from 
the very education so generously provided. . . 
Not on the fields of Manchuria, as the world 
thinks, is her future being really fought out, 
but in her schoolrooms." The danger seems 
to lie in the fact that this immense, disgruntled 
proletariat of graduates is turning in despair 
to Communism—or Fascism. Potent causes 
of dissatisfaction are “abuses of the gravest 
nature in many of the numberless private insti- 
tutions.” Various solutions have been proposed, 
but the most recent, and most drastic, is that 
of the present Minister of Education, who, 
“with all thinking Japanese, realizes that the 
source of the gravest problem lies in the multi- 
plicity of private colleges and universities with 
their teeming thousands of students, who 
graduate with a very low standard of culture 
and self-reliance, often from bogus colleges, 
which, in a desperate effort to recruit students, 
have stooped to charlatanism and cheap-jack 
tricks anathema to the true educationist." The 
proposal, therefore, is to reduce by one-half 
the number of those entering schools of law, 
literature, political economy, and commerce 
in the Imperial universities and private insti- 
tutions. . This would mean a yearly 
reduction of 10,000 students—to swell the 
ranks of the unemployed ! Meanwhile the popu- 
lation is rapidly increasing, and birth-control is 
taboo. What then, of the future? Тһе outlook 
is not hopeful.” There seems little or no 
possibility of the present form of government 
sincerely, desiring the necessary educational 
reforms.” 
OcroBER 1933. 

Markets in India are numerous. In 

Behar and Orissa, for instance, there are no 


less than 432 principal markets and 2,464 
minor markets. Іп all Provinces, markets 
vary greatly in character and importance. At 
one end of the scale are the elaborate modern 
mandıs of the Punjab canal colonies which 
consist of a set of shops built round three or 
four sides of а rectangle, a wide brick pave- 
ment being provided for unloading, examining, 


- cleaning, weighing and bagging the grain. In 
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front of the pavement, there is a wide metal- 
led road surrounding an open space used for 
parking carts. The market is as near to the 
railway goods platform as possible and some- 
times а railway siding runs into it. In such 
markets, grain is the main product sold. 
Cotton on the way to the market is frequently 
intercepted by the agents of the ginners who 
also, to an increasing extent, buy it before it 
leaves the village. Cotton brought into the 
market is nominally sold there before being 
carted to the ginneries where the real sale 
takes place. Adjacent to the grain markets 
are cotton ginneries, a market for imported 
timber, iron and steel, and bazaars, the shops 
in which supply everything that the cultivator 
requires and which is not available in his own 
village. At the other end of the scale are the 
village markets which are often little more 
than open spaces with accommodation of a 
very temporary character. 

The organization of the different markets 
also varies widely. Іп Behar and Orissa, all 
the markets are privately owned, the rents or 
tolls are levied by the landholder on whose 
lands they are situated or by a person who 
holds a lease from him. In most provinces, 
there are both public and private markets, 
the former being directly under the control 
ofa District Board or a Municipality and 
the latter being licensed by the local authority 
concerned. It is only in Berar that the consti- 
tution of markets is regulated by specia] 
legislation, the Вегаг Cotton and Grain 
Markets law of 1897, and that their manage- 
ment is entrusted to elected committees, Ап 


A 
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Act ior the regulation of cotton markets in 


the Bombay Presidency has been recently 


passed by the Legislative Council of that 
Province. 


JANUARY 1934. 


Many intelligent and interesting methods 
are adopted by persons to defraud public. 
Such frauds have far-reaching effects when 
they are perpetrated by persons in high 
position. For instance, a gentleman who con- 
sidered banks to be easy game opened an 
account with a very small amount and after 
various small amounts had been paid in and 
withdrawn, got down to business. Не paid 
in at one end of the counter a Jarge amount 
in notes while at the other end of the counter 
a few minutes later, his accomplice presented 
an open cheque fora similar amount. Тһе 
teller to whom the cheque was presented went 
to consult the ledger and found only a small 
balance standing to the credit of the account, 
since the cash which had just been paid in had 
not been credited. Payment of tbe cheque 

was refused and the customer waxed very 
indignant at this and eventually obtained sub- 
stantial compensation from the bank for 
damage to his financial reputation. 

The last examples of fraud, to which I 
have given the rather paradoxical name of 

_ ‘genuine forgeries,” are the Нашу case and 
the Marang frauds on the Bank of Portugal. 
The methods employed in these two cases 
were much the same.  Hatry, through his 
company, Corporation and General Securities, 
Ltd., was entrusted with the issue to the public 
of perfectly genuine loans on behalf of various 
municipal corporations. He also had charge 
of the issue of the scrip certificates to the 
subscribers. Не ordered an excessive supply 
of these certificates from the printer and 
affixed the Corporation's seal, of which he had 
possession, to these surplus certificates. Не 
then proceeded to sell on the Stock Exchange 


е 


blocks of these Corporation loans, delivering 
to the purchasers the certificates which he had 
prepared. These certificates could hardly 
be described as forgeries, since they were 
printed from the same plates as the certifi- 
cates issued to bona fide bond-holders. The 
amount involved ran into millions of pounds 
and a financial crisis of the first magnitude 
was only averted by the Stock Exchange 
opening a fund to compensate the holders of 
these unauthorized certificates for their loss, 
Hatry, together with his accomplices, was tried 
at the Old Baily and sentenced to 14 years 
penal servitude. 


APRIL 1934, 


He only finds peace who conquers him- 
self, who strives, day by day, after greater 
self-possession, greater self-control, greater 
calmness of mind. One can only be a joy to 
himself and a blessing to others inthe measure 
that he has command of himself; and such 
self-command is gained only by persistent 
practice. A man must conquer his weak- 
nesses by daily effort; he must understand 
them and study how to eliminate them from 
his character; andif he continues to strive, 
not giving way, he will gradually become 
victorious; and each little victory gained 
(though there isa sense in which no victory 
can be called 6) wil be so much more 
calmness acquired and added to his character 
as an eternal possession. He will thus make 
himself strong and capable and blessed, fit to 
perform his duties faultlessly, and to meet all 
events with an untroubled spirit. But even 
if he does not, in this life, reach that supreme 
calm which no shock can disturb, he will 
become sufficiently self-possessed and pure to 
enable him to fight the battle of life fearlessly, 
and to leave the world a little richer for 
having known the benignity of his presence. 


By constantly overcoming self, a man 
gains a knowledge of the subtle intricacies of 
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his mind; and it is this divine knowledge which 
enables him to become established in calmness. 
Without self-knowledge there can be no abid- 
ing peace of mind, and those who are carried 
away by tempestuous passions, cannot approach 
the holy place where calmness reigns. The 
weak man is like one who, having mounted a 
fiery steed, allows it to run away with him, 
and carry him whithersoever it wills; the 
strong man is like опе who, having mounted 
the steed, governs it with a masterly hand, 
and makes it go in whatever direction, and at 
whatever speed he commands. 


Calmness is the crowning beauty of a 
character that has become, or is becoming, 
divine, and is restful and peace-giving to all 
who come in contact withit. Those who are 
still in their weakness and doubt, find the 
presence of the calm mind restful to their 
troubled minds, inspiring to their faltering 
feet, and rich with healing and comfort in 
their hour of sorrow. 


JULY 1984. 


The quick Indian twilight is going and it 
is worth while turning away from the camp 
for a final look at the countryside. Impos- 
sible not to be affected by the poetry of the 
return of man and beast to home and byre 
which moved the classical poet such centu- 
ries ago, and which is common to all 
countrysides. But here the appeal, reduced 
to so extreme а simplicity, has the pathos of 
contentment with so little. 


In a great haze of dust the buffaloes are 
lumbering home. АП day the huge brutes 
have been in charge of а couple of tiny boys, 
who have whiled away the long hours in 
snaring lizards, and in setting the very queer 
insects known as praying mantises to fight. 
The cows come in under more responsible 
control and will presently be mulcted of 
the pitiful quantity they are capable of 
yielding. If a cow's calf is dead а calf-skin 
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stuffed with straw, іп а manner that would 
deceive nobody, will be set beside the cow to 
encourage it to yield milk. The few goats 
are urgent for home, being intelligent enough 
to know what creatures begin to prowl a few 
moments after the sun is down. A jackal 
raises its horrid voice out of a field, another 
answers it, and yet another, and ina moment 
a bedlamite chorus is in full swing. The 
smoke rises ever тоге thickly from the 
village, not, be it understood from chimneys, 
for there are no fires in the interiors of the 
huts, but from certain small fires outside and 
from one great bonfire by which the wearied 
workers toast themselves for a little while 
before their very early retirement. To these 
people also, with so little upon, with such 
racking anxieties about the things that make 
or mar a harvest, to them also there comes 
the hour of repose, of gossip with the burdens 
of the day dropped and the body too conten- 
ted with rest for the mind to question the 
justice of their lot. 


And the white man, too, turns to his 
camp, goes into the dining-room tent, of which 
he will have the use for only some three hours 
until it is unpitched, to eat, drink, and rest. 


Остовев 1984. 


The man responsible for the introduction 
of Braille into most blind 
Britain and the continent and also in America 
was Dr. Thomas Rhodes Armitage, who 
began his great campaign forty years after 
its invention. He himself had very poor 


sight, and was obliged to rely upon his 


fingers for his own reading. In 1868 he 
gathered around him а band of disinterested 
and leisured blind men and set about the 
task of discovering which of all the available 
types was the most suitable, Asa result of 
further experiments а unanimous verdict was 
given in favour of Braille, 
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5 began іп 1887 at .Palamcottah, where Miss 
E: Asquith of the Sarah Tucker College made a 
= beginning with one blind girl. This institu- 
tion is still in the forefront, and is the largest 
in South India. Miss Asquith set herself the 
task of transcribing Tamil into Braille, and 
so successful were her efforts that the code 
in use to-day is similar to that used by her, 
“but it has been revised and regulated by Mr. 
Speight, who is the present Principal of 
the institution. From small beginnings work 
for the blind has’ made steady progress and 
the establishment of the Victory Memorial 
Blind School at Poonamalle in November 


ol ard о Io INS 


weil begun at Palamcottah. 

Nowadays education has no more “bread 
and butter” aim, but that aim must of necessity 
be kept in mind. Theaim is to fit the blind 
person, mentally and morally, to take his 
proper place in society and to contribute his 
quota to the common weal. The curriculum 
is as similar as possible to that obtaining in 
schools for seeing children, and nothing is 
done for the blind child which he himself 
ought to be able to do. Institution life tends 
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to narrow the outlook, so care is taken to 

encourage the inmates to cultivate as many 

outside interests as possible. Great stress 

is rightly laid upon the physical development, 

: and those strange habits which often accom- 

— pany blindness are ruthlessly eradicated, so 

E E that except for his handicap a blind man 

E conducts himself as a normal being and has 

v — he fullest opportunity to make his contri- 
A bution to the state. 


JANUARY 1935. 


It is a popular notion that reporting 
takes something of the character of а регре- 
tual holiday, that there is more amusement 
than labour in it. Whereas of all professions, 
this is perhaps the most exhausting. 
Speaking at the second annual dinner of 


1930 was but an extension of the work so _ 


the Newspaper Press Fund in 1865, Charles 
Dickens, the famous novelist, related his ad- 
ventures while on The Morning Chronicle. He 
said: “І have often transcribed for the prin- 
ter, from my shorthand notes, important pub- 
lic speeches їп which strictest accuracy was 
required and а mistake wherein would have 
been to а young man severely compromising, 
writing on the palm of my hand, by the light 
of a dark lantern, in a post-chaise and four, 
galloping across a wild country and through 
dead of night at the then surprising rate of 
fifteen miles an hour. Ап election speech of 
Lord John Russell at the Devonshire contest 
іп:1863 I have had to record in the midst of 
lively fight maintained * by all {һе vagabonds 
іп that division’ and under such a pelting rain 


-that I remember two good-natured colleagues 


who chanced to be at leisure held a pocket- 
handkerchief over my note-book after the 
fashion of a State canopy in an ecclesiastical 
procession. I have worn my feet standing to 
write in a preposterous pen in the old House 
of Lords, where we used to be huddled together 
like so many sheep——kept in waiting, say, 
until the Woolsack might want re-stuffing. 1 
have been in my time belated in miry by-roads, 
towards the small hours, 40 or 50 miles from 
London, in a wheelless carriage, with exhau- 
sted horses and drunken post-boys and got 
back in time for publication to be received 
with never forgotten compliments by the 
Editor-in-Chief.” 


These exploits are doubtless interesting; but 
in the reporter of nowadays they arouse no sur- 
prise. For, has һе not often in the course of 
his duty to go through more exciting experi- 
ences than ever fell to the lot of the author of. 
Pickwick ? He has to be courageous, sharp as 
a hawk, mentally untiring and physically en- 
during. His is a strange career with constant 
predicaments, difficulties and anxieties; but | 
it is attractive and fascinating to many because 
of its wondrous variety. 
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APRIL 1985. 
COLUMBIA UNIVERSITY. | 


The Annual Report which the President 
of the Columbia University submits to the 
Trustees generally shows certain striking 
features. There isan attempt made to ex- 
plain the new role which the Universities are 
called upon to play under the rapidly changing 
modern conditions. The Report for 1932 
refers to the work of the University and of its 
professors during the year with a pardonable 
pride. One important point which the Presi- 
dent urges upon the attention of the Universitv 
is the task of the University in regard to the 
present economic situation. He thinks that 
the two parts of our economic mechanism, the 
technique of production and the technique of 
exchange, have evolved, not in interdependence 
but in semi-independence, each of the other, with 
the result that they do not function in harmony 
for the service of the society. President 
pleads that it would be an act worthy of 
Columbia University and one with the greatest 
potentiality of public service, were it now 
possible to form a group, composed in part 
of members of the University staff and in part 
of others outside our ranks, to attack this 
problem without delay in confidence and ex- 
pectation that they would be able, in co-opera- 
tion, to think this question through and to 
offer some firm and sound ground on which its 
solution could be built. 


While dealing with {һе importance of 
liberal education the Report points out the need 
for making provision for vocational education 
in separate vocational colleges-of the University. 
This idea is advocated with the object of 
relieving undue pressure on its arts colleges and 
of keeping “ош of the liberal - arts colleges 
students who have no real wish to be there and 
who therefore should not be there.” The value 
‘of academic residence is emphasised and the 
halls of residence provided for the scholars are 
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difficult, 


regarded as an educational necessity. The 
remarks relating.to tests of academic perfor- 
mance are interesting. ТЕ is suggested that the 
candidate's intellectual performance should not 
have preference over his character and good 
manners. The Report points out the need 
for a complete overhauling. of the University's 
point of view, in order that it may readjust 
all these and adapt them fo the change? 
circumstances at present. : 


JULY 1985. 
PEACE OR WAR? 


The most urgent problem of modern 
times is whether peace сап be -maintained by 
the collective system through the League of 
Nations or by individual national defence. 
Sooner or later, it will affect every mau 
and woman in the country and it will be 
if not impossible, to decide when 
peace or war is a matter of hours. The 
whole object and purpose of the Peace Ballot 
was to put this issue before the public and to 
record their opinion. This national referendum 
has been а democratic experiment of major 
magnitude and importance. For the first time 
in the history of British people, an opportunity 
occurred of making themselves heard on a 
crucial issue other than, and above, party 
politics and in an atmosphere free from civil 
strife. Тһе size and quality of that answer 
has amazed even those who believed that think- 
ing opinion in this country still supported 
this international organization. 

Early in 1934 it appeared as though this 
wonderful machinery was dead. The Disar- 
mament Conference had reached a dead-lock 


and the possibility of another world-war was- 


seriously discussed. Many people including well- 
informed journalists apprehended that Great 


Britain no longer stood behind the League, 


in spite of repeated ministerialist statements 
to the contrary. А popular demonstration 
of .British loyalty was imperative. 


It was — 
due to the vision of Viscount Cecil that this — 
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idea was implemented on а national scale; by 
the courage of organizers and the thirty-eight 
co-operative societies and the devotion of ap- 
proximately half-a-million voluntary workers 
and over 1,000 local committees, it was carried 

. into effect in every parliamentary constituency 
in the United Kingdom. 


Undoubtedly, European events during 
Із ; the past eighteen months concurrently with the 
Ballot, gave it a topical background which 


DECEMBER 1926. 
Indian dignity and Imperial solidarity. 


Sir Gangadhar Chitnavis showed a fine 
sense of statesmanship, as well as a grand 
Imperial patriotism when he wound up his 
speech in the Imperial Council on March 17, 
1913, by declaring that, if India adopted a 
system of Imperial Preference with the United 
Kingdom and the Colonies the “conveniences 


accessible to all as hitherto, only **more of 
them will come from countries with which we 
are so closely connected—and that is all |” 
India does not wish real to purchase 
her “conveniences of life" from the dumping 
Japanese and the Dutchmen of Java, rather 
than from the United Kingdom and the Colo- 
nies, for choice. She is awaking to the con- 
sciousness of her proud position as the largest 
` and one of the most important constituent 
States of the Empire ; and if Cobdenism will 
— only be reasonable, and allow us to traffic on 
fair terms of mutual benefit, she has the same 
‘sentiment as.Canada and Australia and New 
` Zealand and South Africa, and would prefer 
о deal with “countries with which we аге so 
ly connected." Like Canada in her great 
ion, so India now refuses to allow the 
en Club to thrust her out of the Imperial 


of life", which she imports, will be as easily , 


could not have been better timed from the view- 
point of public awareness. But it has been 
more than an expression of belief in principles 
and has revealed an intense interest in the new 
ideals of world society and a desire to know. 
Reports from local secretaries and thousands 
of voluntary workers prove, beyond doubt, that 
it has been an educative force and ** an essen- 
tial step before order is universally accepted 
and war made impossible by a real and funda- 
mental consensus of international opinion." 


HIGHER GRADE PAPERS. 


And again Sir Gangadhar showed a beau- 
tiful appreciation of India's true dignity when 
he said : “А Customs Union with the Colo. 
nies will gradually secure for us there a better 
and more dignified position than we now have.” 
He' remembered that, when a great and res- 
pected Indian statesman, like the Hon' ble Mr. 
Gokhale, went to South Africa in person, to 
plead the cause of his less fortunately situated 
fellow-countrymen, he was not only courteously 
received, but was able to break down much of 


^ that stupid barrier of prejudice, that had for- 


merly been raised against our British Indian 
fellow-subjects. It was late Sir Edward Sas- 
soon, M. P., the able and popular Member 
for Hythe, who spoke with a large personal 
and inherited knowlege of Indian commercial 
life, who was never weary of pointing out te 
his fellow-countrymen (as Sir Gangadhar Chit- 
navis now does) that the inclusion of India in 
a great Empire scheme of commercial Prefer- - 
ence will involve an important recognition of 
the status of India as a Sovereign State, ruled 
by the King Emperor. Within that great 
Union none will any longer be regarded as 
“foreigners”. At present, when British goods 
are landed in India beside Japanese ог Dutch 
goods, Cobdenism insists that India shall treat 
all those goods as the property of the foreigner 
and tax them equally. And similarly, when 


Indian goods are landed in England, Cobdenism 
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does not allow them to Бе treated as Scottish 
or Irish goods are treated—they must be treated 
as “ foreign." 


As was nobly and pertinently stated by 
Sir Gangadhar Chitnavis, * There are other 
advantages to be reaped from Imperial Pre- 
ference, of which I need but mention one—the 
solidarity of the Empire". Preference will 
insist on the solidarity of the Empire and on 
the equal citizenship of every man, woman 
and child, that has inherited that privilege. 
Into the Imperial Commercial Federation of 
the British Empire, India will enter as a 
Sovereign State, under her own Emperor and 
Government, on absolutely equal terms · with 
every other member of that Federation. These 
may be sentimental considerations but the 
strength of the feeling, that has been aroused 
by the unfair and improper treatment of 
British Indians in the Transvaal, and by similar 
questions elsewhere, shows clearly enough that 
these considerations are of infinite importance 
where national self-respect is concerned—-Sir 
КОРЕК LETHBRIDGE. 


DECEMBER 1927. 


Түрізт5, GOOD AND Bap. 


Тһе typist in these days looms large іп 
the public eye. She figures in novels, is imper- 
sonated on the stage and is the subject of much 
cheap satire; her shortcomings are plentifully 
exposed, and are sometimes invented, by irres- 
ponsible. scribes; occasionally she is openly 
praised; and however inadequate she may 
consider the recognition of her merits, she 
cannot complain that her industry is ignored. 
That industry is not.indeed confined to one 
sex. Among the world's ablest typists are 
representatives of both sexes; and the male 
typist is by no means uncommon or unfamiliar. 
Yet the quantity of typewriting work that is 
accomplished by feminine operators is so enor- 
mously larger than that performed by the 
rival sex, that the pronoun that inevitably 


comes to the, pen’s point when the writer is 
referring to the typist is the pronoun “she”, 
Her occupation is often classed among the 
unimportant callings. The adjectives attached 
to the distinctive designation that serves to 
indicate her work intimate the point of view 
from which she is regarded. We read of “the 


„humble typist,” < (һе lowly typist,” “the 


195 


modest typist,” these adjectives being obviously 
employed in relation to the calling and not to 
indicate the moral characteristics of a class. 


But the occupation has an importance of 
its own. It serves a great variety of purposes, 
and it calls for a corresponding variety of 
mental equipment. Mere manual dexterity, 
though that is essential, is the least important 
element of all. Even that may be acquired 
in such a way as to make the work a pleasure, 
orit may be acquired so badly as to make 
the tasks of the calling intolerably irksome. 
But the indispensable thing is the result, the 
outcome of the work. The quality of the 
typed product depends upon a sound prelimi- 
nary training in other branches of knowledge. | 
If a girl proves herself able to type a business 
letter, а drama, an engineer's specification, a 
brief for counsel and a short story, spelling 
every word correctly, supplying capital letters 
and punctuation marks exactly where they 
should be placed, paragraphing accurately, 
setting out the whole matter in the way in 
which it should be, producing in each case 
a result pleasing to the eye and satisfying to 
the mind, and accomplishing each task at 
reasonable speed, her achievement implies 
several things. It reveals a good working 
acquaintance with English. It shows a 
grasp of many different technicalities and 
therefore a capactiy to seize the significance 
of technicalities. Itshows an alert, observant 
mind, quick to perceive the peculiar require- 
ments of various kinds of work, and able at 
once to adapt itself to them all. It gives 
indications of knowledge, thought, and artistic 
perception —a combination without which the 
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best results are never achieved, These аге: 
the characteristics of the good typist—one: 


who can be relied on in all circumstances to 
turn out good work. For such operators 
there are excellent prospects. The qualities 
that form the equipment of the versatile typist 
are those that fit one for many other forms of 
occupation. “Опсе a typist always а typist" 
is emphatically not true of most of the ablest 
operators. Typing, associated with shorthand, 
presents enviable opportunities of gaining an 
insight into every kind of business, profession 
and occupation 

' — For their.crior typist these opportunities 
аге non-existent. Тһе badly trained, unedu- 
cated, careless, unobservant, and unadaptive 
girl, who has just learned to manipulate a 
keyboard, may manage to find an unexacting 
employer who wil put up with bad work. 
But her engagements will be short, her pay 
poor, and her future problematical. 


DECEMBER 1928. 


REPETITION MATTER FOR SPEED PRACTICE. 


What is the best method of practice 


when the object in view is that of enabling the : 


young student of shorthand or typewriting to 
attain a capacity to write with great rapidity 
and perfect accuracy in the shortest possible 
space of time and without any avoidable waste 
of effort ? The question is of perennial interest 
and it lies behind the discussions which concern 
the utility of what is called repetition matter. 
Itis a question of method on which there 
are acute differences of opinion. "We do not 
approach the same problem from the same 
standpoint, Our experiences have been unlike 
and our mental habits vary. Students exhibit 


> i | а surprising diversity of mental and manual 
_ Capacity and bring to bear upon their practice 


- for speed in shorthand and typewriting intel- 
- Jectual and other attainments that are conspi- 
еу a A Special method of practice 


. tion within limits. 


necessary for others. As ‘opinions are shaped: 
by individual experience, we expect differences 
of opinion on all practical questions on which: 
differences of experience exist. We shall there- 
fore not find it difficult to understand how. it 
is that repetition matter has its ardent advo- 
cates and its emphatic and unyielding oppo- 
nents. The root source of their disagreement 
lies in their failure to recognize the limits of 
their own individual experiences. 

Those who object to the use of repetition 
matter assume that it means the exclusive use 
of one passage written until the writer can 
write it at great speed, and that thereupon he 
is announced as an accomplished writer at that 
speed. With this strange misconception in 
their minds they proceed to demonstrate the 
obvious fact that the same student tested on 
entirely new matter will not at his first attempt 
succeed in writing it so rapidly. 

What the advocates of repetition matter 
do is to confine the repetition practice on one 
passage for a limited period. Then another 
passage is introduced and the practice conti- · 
nued in this fashion does not exclude other 
practice by the student, and is far from repre- 
senting his only practice. It is claimed that 
it results in the student reaching a high level 
of attainment sooner than he would if he had 
never practised twice on the same piece. 

We all believe in the efficacy of repeti- 
We have resorted to it 
from our infancy. We acquired our capacity 
to use words by using them repeatedly. Every 
new word that swam into our ken we seized 
and displayed it on every opportunity as our 
proud possession. By repetition we built up 
our speaking vocabulary. We learnt to write 
by forming our letters many times, at first 
slowly with hesitations and blunderings, and 
finally quickly and with absolute facility. Our 
speed in writing longhand grew by reason of 
abundant repetition practice which schoolmas- 
ters compelled us to take. We made the multi- 


-plication table part of our very mental consti- 
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tution by dint of repetitions. We are subjected 
to an amazing amount of repetition work in 
piano-playing. The thing the mind performed 
repeatedly it does promptly and with accuracy 
whenever it is called upon to do it once more. 
There is absolutely nothing fundanientally 
different in shorthand and typewriting that 
what proved valuable in other branches of 
study becomes useless in their case. It is there- 
fore by dint of performing the same opera- 
tions on the writing machine repeatedly that 
we acquire extraordinary manual dexterity 
which shows itself in our ability to strike with 
unerring accuracy at considerable speed scat- 
tered keys representing letters, figures and 
punctuation marks that make up the matter 
that we type. 


` JANUARY 1933. 
THE ROYAL COMMISSION ON LABOUR. 


The Royal Commission on Labour in 
India, whose appointment under the chair- 
manship of the Rt. Hon. Mr. J. H. Whitley 
was announced last January, has commenced 
its work. The terms of reference for the 
Commissioners are “to inquire into and report 
on the existing conditions of labour in industrial 
undertakings and plantations in British India 
on health, efficiency, and standard of living of 

| Workers and on the relations between employers 

and the employed and to make recommenda- 
tions." In recent years, there has been too 
much of discontent among the working classes 
in the country, and strikes in important indus- 
trial centres have become a very common 
occurrence. It was only very recently that 
Bombay was made free from these recurring 
industrial dislocations and that normal condi- 
tions were restored in the staple industry of 
the City. Nevertheless, the fact remains that 
' discontent among the working classes is deep 
rooted and the conditions, under which they 
` have to work, it is alleged, are not conducive 
to their moral and material advancement. 


employers, 


` of the Commission. 
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‘It is not the purpose of this-article to 
trace the genesis of this discontent. To do 
so would mean an encroachment upon the 
functions of the Commission. One must bear 
in mind that this is the first Commission of 
its kind appointed by His Majesty’s Govern- 
ment to inquire into the labour conditions in 
India. This is by itself ample evidence to 
show that the Government have begun to fully 
recognize the legitimate rights of labour and 
that they feel the necessity of probing deep 
into the causes of the present discontent with 
a view to remedy it ultimately. 

The personnel of the Commission 15 
thoroughly satisfactory and leaves nothing to: 
be desired. There are representatives of the 
and also of the Jabourers to guard 
their respective interests. Besides, there are 
level-headed social workers who can be safely 
relied upon to serve the country and the 
masses as a whole without an iota of bias or 
prejudice. Іп Mr. J. Н. Whitley, the Chair- 
man of the Commission, we find a man who, 


‘as he declared in his opening address at 


Karachi, -is determined to keep only one 
motto before him and his colleagues, namely, 
“India. first and all time; sections afterwards.” 

There are some cynics in India, as there 
are in many other countries, who are making 
it their business to view the Commission and 
their activities with distrust. We feel that 


` the attitude of some labour organizations and 


leaders in this respect is unjustified. They 
can best serve their constituents by collecting 
and placing before the Commission all available 
and relevant data that would go a long way in 
convincing the Commissioners of the intensity 
of their grievances and the fairness of their 
demands. On the other hand, should these cynics 
choose іс abstain from co-operating with the 
Commission, Indian labour's case is likely to 


` be lost through default. 


There are many questions pending solution 
which inust necessarily be brought to the notice 
Fer instance, in Bombay, 
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Jabour organizations can make good use of 
their funds and energy if they actually take 
the Commission to the labour area, show them 


S the slums, convince them of the effects of low 
До: wages and theattendant indebtedness, present 
E to them some sample family budgets, and 
E furnish them sufficient data which may 


strongly support the grievances and ‘demands 


of labour. There are very important questions 
like the sickness insurance, unemployment 
‘insurance, maternity benefits, creation of 


conciliation boards and many others which 
require a very careful handling both by the 
Commission and the people. 


APRIL 1933. 


History tells us that Malabar had carried 
on trade with Egypt and Arabia from very 
early times. Bartholomeo speaks of the 
Musalmans who came to Malabar in the 
reign of Caliph Valid (А. О. 710), and various 
"other travellers have recorded from time to 
time the advent of Egyptian and. Arabian 
merchants and the formation of Muslim 
colonies at Quilon and other ports in Travan- 
core. Тһе descendants of these early settlers 
and of the converts they made are called 
Meihans. Their mother-tongue is Mala- 
yalam. Their women do not generally 
observe purdah and in their habits and 
customs they are like the Malayalis. It is 

‘among these that we tind the marumak- 
kathayam section. Some centuries back 
a small colony of Muhammadans came from 
— Arabia and settled in Cranganore. Latter 
on their descendants migrated to Travancore 
` and are now found in Alleppey and other 
places in North Travancore. They belong 
to the group known as Thangal. During 
‚ invasion of Travancore by Tippu in the 
18th century a number of Hindus in North 
Travancore were forcibly converted into 
slims and their descendants, now found 
Ну іп Parur Kunnathunad and Muvattupula 
ks are known as Jonakans. They corres- 


ment service and other occupations. 


pond to the Mappillas of British Malabar, 
but unlike them they area peaceful community 
and have not earned a notoriety for rebellion, 
During the reign of Rama Varma in the 
latter half of the 18th century, Diwan Raja 
Kesava Das, to whose foresight is due the 
development of the port of Alleppey the most 
important commercial centre in Travancore 
brought some Bora Musalmans and Kutch 
Memons from Sind, Kutch .and Gujerat, settled 
them at Alleppey and encouraged them in 
opening trade with Bombay. The descendants 
of these settlers are still there carrying on 
trade with Bombay, Calcutta and other Indian 
and foreign ports. During the reign of 
Martanda Varma, the maker of modern Travan- 
core, in the earlier part of the 18th century 
the Nawab of Carnatic, sent an army of 
Muhammadans to help the Raja to crush 
internal rebellion. They belonged to the 
group of Da£hani Musalmans. Their descen- 
dants are still here engaged in trade, Govern- 
Their 
numbers have increased in recent years by 
fresh arrivals from Bombay and other places. 
Travancore has had commercial and political 
relations with the adjoining Tamil. country 
from very early times and consequently 
there have been constant streams of migration 
of Tamilians to this country. Among them 
there were large numbers of Muslims also 
who came for purposes of trade. Some 
entered the country through Aramboly and 
settled in the southern parts of the State. 
Their descendants are known as Thulukkans, 


` while others came through Arienkavu and 


otber mountain passes further north. Their 
descendants who are now found in Shenkotta, 
Pathanapuram, Minachil and other places 
are called Ravuthars. Both the Thulukkans 
and Ravuthars speak Tamil and are Tamilians 
in their habits and dress. Labbai is another 
group of Tamil speaking Muslims. Origin- 
ally the name “Labbai” was a title given 
to the persons who served in mosques and 
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presided over religious ceremonies. Latterly, 
others have also adopted this title and thus 
a separate group has been formed. 

The total Muslim population, according to 


the present census, is 353,274 which shows . 


an increase of 30:6 per cent during the last 
decade against the general increase of 27:2 
per cent in the total population. In the 
previous decade they increased by 19-4 per 
cent, while the increase in the aggregate 
population was 16:8 per cent only. Тһе 
numbers returned under different groups are 
unreliable. It will be seen therefrom that 
the bulk of the Muslim population of this 
State belongs to the Sunni sect, those belong- 
ing to Shia sect numbering. only 1,319 out 
of a total of 353,274. The Sunnis are again 
divided into four sub-classes and each of these 
again into a number of groups. It will be 
noticed that the Malabar and Tamil Musal- 


mans together constitute as much as 96:5 per | 


cent of the Muslim population. 
JANUARY 1935. 

This is interesting to every one:—The 
expression of dislike, even of repulsion, at the 
exacting of interest is ages old. Тһе medieval 
Church thundered against it. The condemna- 
tion of itin the Merchant of Venice—'*For 
when did friendship take А breed of barren 
metal from his friend’’—is only a faint echo 
of the thunders. Тһе merchant, a thousand 
years ago, had the evil dilemma presented to 
him, “Не who practiseth usury goeth to Hell, 
and he who practiseth it not tendeth to 
destruction.” 

Nevertheless, there seem to be sound 
enough answers to the objections. The first is 
an opportunist one. The amount of savings in 
а country, even іп а country like the United 
States, is not without its limits. But the 
number of undertakings eager to make use of 
the savings is without limit; all manner of 
schemes, many of them quite sound, but most 
of them vain visions of a luxuriant imagination, 

-clamour for capital in order to bear fruit 


abundantly. We need some way of allotting 

the capital among the contending claimants 
for it; and the device of interest payment is 

probably as good as any. The savings flow 

to the schemes that promise to yield most in 

the future. The rate of interest is the index 

finger telling us where to direct the volume of 

savings at our disposal. Many assert that a. 
rate of interest is needed to assure a flow of 
savings. I am not sure about that: the 
possibility of earning interest is only one of 
the motives prompting to saving. I am sure, 
though, that some such indicator as a rate of. 
interest is needed in order to allocate our 
savings. It is the demand for the savings 
rather than the supply that is affected by the 
rate of interest. 

The second answer to the objectors is 
perhaps the more effective. It is that, so long 
as we recognize a right.to property, we are 
logically obliged to recognize a right to pay 
and to receive interest. Interest payment is 
bound up with our institution of private 
property. If I have enough money I can 
command builders. to erect a factory for me, 
can command workers in steel to make for me 
all sorts of cunning machinery, can command 
farmers and others to supply me with materials 
for the product I think it advisable to manufac- 
ture. My money is power. And having this | 
power I сап procure the capital enabling me 
to control and direct some small part of the 
economic machinery. I might allow another 
touse my factory and my machines, might 
hire them out fora payment that I should call 
rent. And the hirer would make the payment 
because he could earn it. 

Doesn't it appear only natural that, instead 


`of getting an annual return from my factory, I 


should get a similar annual return by allowing 
another to exercise my power to command the 
market and himself to erect the factory to his 
own liking? That I call the first payment rent, _ 
the second іліегезі, indicates no essential 
difference. 
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The quite unjustified assumption usually 
in the minds of those who object to interest 
payments is that it is necessarily filched from 
the produce of labour. To be sure, labour does 
not get the whole of what is earned through its 
co-operation with labour. Yet no injustice is 
thereby done. Capital, too, is productive; 
the product is а. joint one, and neither capital 
пог labour*can assert a claim to the whole 
produce of industry. We need no far-fetched 
reason for interest payment. · 


APRL 1935. 


' A One of the often quoted aims of а gene- 
ral education is to fit the pupil for life—mean- 


the practical business of earning 'a livelihood. 
Importance fends to be laid on any subject 
Which has even the remotest claim to the term 
“marketable,” that is to say, the future career 
of boys and girls is constantly in the minds to 
all educationists. But this looking forward of 
the future has another totally different aspect. 
With the increase: of scientific inventions, and 
= the multiplication of labour-saving devices, it 
will inevitably come to : pass that hours of 
labour will be Jessened and workers will enjoy 
more leisure. It is surely not too far-fetched 
a notion to suggest that children should be 
shown how to use leisure to the best advantage. 
In fact, it is being done already on all sides in 
the encouragement of hobbies. Some hobbies 
are only a passing “craze” for this or that, 
some last and become permanent life-interests 
influencing the whole personality. Music falls 
into this latter category. If, during school-life, 
a genuine love and understanding of music is 
fostered, in after years this life-interest will be 
— of immense value. The many thousands who 
= haye music as one of their ‘hobbies will bear 
— Witness to the truth of this. 
Quite apart again from this point of view, 
‘there is another of perhaps more immediate 
- importance. Music, rightly taught, has an 
— educational value equal to any other subject in 


ing, ninety-nine times out of a hundred—for: 


the school curriculum. It is not always readily 
conceded, but it is a proved fact that music 
affords excellent mental training in accuracy, 
alertness, concentration, memory, and discrimi- 
nation. Music is too often referred to as—the 
“show” subject, “recreational,” ^ **purely 
cultural"—Aall true incidentally, but its practi- 
cal value іп a school curriculum has been 
overlooked. Evidently examination boards. 
are beginning to awake to its possibilities, for 
music is now included by most examining 
bodies as one of the subjects in Group IV of 
the School Certificate, and as a main subject 
in Group B of the Higher Certificate. This 
is a progressive step, but schools as.a whole 
are not yet taking advantage of it. The 
statistics of the last few years show that where 
they are taking music ав. а subject in the 
School Certificate, only a few gifted pupils 
enter. The reasons are many—complications 
of the time-table;- the dearth of specialist 
teachers capable of dealing with the syllabus; 
the non-recognition of the value of the subject 
by the head of the school; the omission of 
music as a class subject throughout the school; 
and. examination papers too academic and 
specialized for normal candidates. 


If there could be a more general acknow- 
ledgment of the usefulness of music on the part 
of educational authorities, the earlier.of these 
difficulties would disappear. And a survey 
of the School Certificate syllabuses and exam- 
ination papers of the eight examining boards 
for the last few years shows conclusively that 
the question papers are being carefully dealt 
with. Every year sees slight changes in one 
or other of the syllabuses and tests, and 
neatly always іп the direction of making 
these more straightforward. 

In some quarters there is a growing 
opinion that the examination should’ be. partly 
or wholly a practical one. Where the tutorial 
system still prevails, as in some of the public 
schools, it is apparently impossible to prepate 
the usual music syllabus. Oxford and Cam- 
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bridge Joint Board, which is the examining 
body most used by public schools, has met 
the difficulty by making the examination 
wholly practical. 


JULY 1935. 


The advancement of knowledge, or 
briefly research, is recognized as a vital 
necessity for the life and progress of any 
nation; increasing attention has therefore to 
be devoted to this side of the function of a 
university. All the universities both the old 
and the new are аз а matter of fact making 
increased provision for it. And it is a matter 
for gratification that this need has been empha- 
sized іп this country also and that almost all 
universities are training students in the matter 
of original investigation. To seek ап argu- 
ment for research in the universities is an 
utter anachronism. It rests upon the broad 
basis of the value of the intellectual progress 
of mankind. It is on the question of research 
and on the lead which the universities can 
give to it that the reputation of the country 
as an intellectual centre largely depends. 

It may be asked, “What is research?" 
The word ‘research’ is а catch-word and 
like all catch-words seems rather soiled by 
too familiar use; but for the sake of brevity 
we have to use it. Research means investiga- 
tion, the tracking of truth, It is a process 
of eternal inquisitiveness. Мо study survives 
unless it is rooted in research, unless it is 
impelled by a desire for fnding out truth. 
Thus research is a life-giving herb Toa 
man who has this spirit of inquiry, learning 
presents a shoreless sea; to him that has it 
not, it is bounded on all sides. 

Research has two aspects. Іп the first 
place, it is ап attempt to. enlarge the domain 
of knowldge. Secondly, it is an attempt 
to discover new bases of knowledge, A 


university, if it is to justify its own existence, 
should increase the sum total of knowledge 
of mankind. Otherwise, it becomes a superior 
kind of school. But it is unfortunate that, 
at the present day, research in many cases 
has come to savour ill. It is not, however, 
denied that there are great men, pursuers of 
truth for its own sake. But for the most 
part, research has come to meana euphemism 
for unemployment; further in some cases it 
is forgotten that genuine research is finding 
out of truth and much energy is wasted in 
finding out flaws in one another. Ido not 
mean to say that every kind of criticism is 
bad. A certain amount of it is essential us 
the means of arriving at the one real truth. 
But criticism has been for the most part 
destructive; and such destructive criticism is 
a hindrance to genuine research. Further, 
research, to be worth the money spent upon 
it, must be useful to humanity. The case 
was once told by Professor Giles of a student 
who presented himself at Cambridge and who, 
when asked what he was to research upon, 
said his subject was the book plates of the 
different college libraries. Now Professor 
Giles says, “It would form no doubt an 
extremely interesting subject for a paper in 
the proceedings of an antiquarian society, 
but is certainly not suitable to occupy, with 
its supervision, the time of busy officials in 
a great university." This is absolutely true. 


Now, to the controversy between humanis- 
tic and scientific research. First, what do 
these words mean? Scientific research means 
searching out the hitherto undiscovered pro- 
perties of nature. Research in humanities 
means the recovery of information concerning 
the history of man-—his thoughts as well as 
his experiences. Now, as faras І am able 
to see, there is or ought to be no difference 
of opinion regarding the need for both, 


—:0:— 
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MARCH 1930. 
0.1. GOVERNMENT OF MADRAS. 


(Land Revenue and Settlement Department). 


س 


Read the following papers :— 
G. O. Misc., No. 1913 E 3rd July, 1928. 


Letter from The Chief Engineer, Madras. 
To The Commissioner of Land Revenue & Settlement Department. 
Dated The 17th June, 1928. 
No. 155/28 А 2. 
ORDER. 
No. 2040 dated 15th J uly, 1928. 
The Chief Engineer, Madras, is informed that it is not the intention of the Government of 
` Madras to charge the Railway Companies for water not taken by them. 
(By Order) A. G. LEACH, 

: Secretary to the Government. 
Q.2. Q. 3. 

M. A. Degree Examination. The following is the trial balance of Messrs. 
Francis Bangara & Со., Ltd., Rangoon, for the 
year ending 90--6--1998. 


Hours Marks. 


Subject 


Days 


Rs. Rs. 
| 10-1 |Physiol 150 St К (1 пареа I 1598) 
ЕТ À - ysiology 9 ock (1—7— қ 
Monday 9—5 | Фо. 150 Purchases less returns , 11,765 
m E im FRU less returns ; me 48,971 
| a 1 istology xDONSES а 
| Tuesday | 2-5 E E 150 Debtors 3 .  . 18,500 
| Бона creditors: А * son 52,815 
ERA 10-31 | Biol 100 easeholds, &o., . . 86,00 
Wednesday) "55 | Principles | 150 «Сара &o, ^. | | 65,508 
i Total 3 360 167,360 
"Thursday 10-4 | Practical 300 ОЗ 16% SEDE Ton 
ESS *This includes Profit and Loss Account. 
MARCH 1931. қ 
0.1. TIRUPATHI 


Celebrated for its hill temple and sanctity 
on the 
ааннара Section 
THE MADRAS & SOUTHERN MAHARATTA RAILWAY CO., LTD. 


(Incorporated in England) 


Oootchavam is held every year in the month of September. Very near Ше 
сата Bhavan a spacious choultry is situated and accommodation сап be | 
he town is noted for wood-carving and metal work. Renigunta J unction m 
f the North-West Main Line is about half an hour's run from Tirupathi 


QUESTION PAPERS. E 
0. 2. Revised list of festivals with centres іп the Presidency. | 
о. of STE 
ініні : "lon Duration of | 
District Centre Festival pere the festival | 
South Arcot) Kurinjipadi ...| Mariamman festival 2 10,000 | 10 days 
Anantapur |Siruvakkur ...| Chinnapper festival sse 8,000 | 10 „ 
Mariammankoil ...| Palanquin festival 4,000 гі 


7 Tanjore Padirikudu ..| Roman Catholic festival ... 3,000; 1 ,, * 
~ Chittoor Tiruttani ...j Audi Krithikai eee ‚ 100,000 ( _ 
‚ Bellary | Еш -| Car festival | ,000 | gm 
* АП the above festivals are held in August every year. 
Q. 3. Пт. Ст. 
Ез. Вв. 
Anantan, Capital, January 1, 1928 yis = 6,000 
Do. Drawing Account EA T 300 : 
Chandran, Capital, January 1, 1928  ... 1 3.000 
Do. Drawing Account > 55 150 
Leasehold Premises, January 1, 1928  ... ds 450 
Plant e Ju .. 4,500 
Stock, J anuary 1, 1998  .. ss ... 6,000 
Sales 2% А °з 38,300 
Purchases... we ... 29,000 
Wages (Manufacturing) . іу ... 7,000 
Rent, Rates and Taxes  ... T .. 900 
Trade Expenses e «ss .. 2,000 
Discount allowed on Sales. ves x 300 
Debtors ds e Е .. 8,200 j 
Creditors со an 5,000 ea 
Reserve for bad and doubtful debts .. - 500 к 
ВапЕ ev ©з 100 
Total 529,800 52,800 
MARCH 1932. 
О. 1. REAL ESTATE. 


EFFECT OF WAR ON THE SIX MONTHS' SALES. 


The following statement shows the results-of the sales by auction at the Mart, in America . 
and country, and by private contract, registered at the Estate Exchange during 1925. 7 


America and Private 


country. contract. 
£ £ £ 

January sue 13,745 19,500 

February aye ..| 43,308 20.300 87,308 

March owe ..| 85,934 | 64, ОО 93,235 

18Т QUARTER .. 195,262 9811 ШЕ ` 13000 043 - 

t 22,672 | 95675 675 

5% з 548, 222 33, 650 T 

я «ae Lows ‚9 179,595 89, 073. PRE 
2ND QUARTER ...| 987,676 423,489 151,398 orc 
- í 25 
s № 
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О. 2. Invoice of 100 Bags Ginger | 
Shipped per 8. S. Clan Macfagden for London by order and for account and risk of Messrs. 
Robert & Co., London 


= - 
K Rs. А. Р. 

Marks and | 1/100=100 Bags Ginger=Cdys. 163 (2 Rs. 150/- 
е "Nos. 1 рег candy іп godown — - ae Rs. 2,400 0 0 

Curing, Packing and Shipping @ Rs. 10/- per 
candy tee oes was Rs. 160 0 0 

101/200 | Freight p in full at 27s. 6d. per ton of 12 
^ London ` owt. М.Р. £19 9s. 2d. (д 1/4 n Rs. 171 14 0 
к ) Charges SEN 2... ... 4... 216 9 0 
E Rs. ..| 2948 7 0 
y @ 1/4 .. 2196 11 3 
pater 


3x 


This Invoice and its Bills of Lading go as cover to our З m/s Dft. No. 152, £196 11s. 3d. оп 
Messrs. Robert &. Co., London, negotiated through The Mercantile Bank of India, Lid., Madras. 
Insurance provided here as per policy No. 187 B herewith, freight paid as above. 


Average weight of Bags— E. & О.Е. 
Date of Sale 30—11-1930. Calicut, 12th Dec. 1930. 
L/O. Sale No. 210. Per pro GANESH & Co., Ltd., 


A. SUNDARAM. 
MARCH 1933. 


Q.1. Particulars of the students that appeared and passed in the various subjects at the 
Government Technical Examinations during the year 1929—30 are as follows:— 


Number of students 
passed 


First | Second | 
Class | Class Total 


Percentages of passes 
Subject and Grade z р 


Total examined 


For the For the 
School | Presidency 


Bock Кер 
Book-keeping Ses $ 
Moo and Practice of is i d 
ommerce Е 
Banking | ө 5 v3 37 
Commercial Geography 1 100 39 
Shorthand et 9 33 20 
Typewriting 12 44 33 
Total 50 | — 
(o etUm = 
0ok-keeping А 
Theory and Practice of 2 SS їз 
Commerce oe 8 100 41 
Banking | Б» 1 25 30 
_ Commercial Geography 4 80 43 
- Shorthand 2% 9 50 19 
Typewriting vss 2 90 50 


D e e 


Total 
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Q. 2. GOVERNMENT OF MADRAS. 
Public (General) department. 


G. О. No. 617, 14th May 1930. ^ 
Holidays—His Majesty the King Emperor's birthday—Tuesday, 3rd June 1930—Notified. 


READ—the following papers:— 


G. O. No. 1147, Public, dated 5th November 1999. ABSTRACT—Holidays—1930—Notified, 
II 


From the Government of India, Home Department, No. F. 134/30— Public, dated 2nd May 1930. 


Order—No. 617, Public (General), dated 14th May 1930. 
Recorded. > 


С 2. The following notification will be published in the Fort St. George Gazette and District 
azettes :— 1 | : 


c em 


NOTIFICATION. === 


ЫР 
Lord 


Under the explanation to section 25 of the N egotiable Instruments Act, 1881 (Act XXVI 
of 1881), the Governor in Council hereby declares that Tuesday, the 3rd June 1930, shall be a public 
holiday on account of the birthday of His Majesty the King Emperor. The occasion should be 
celebrated in the same manner as last year. 


(By order of the Governor in Council) 


С. W. E. COTTON, 
Chief Secretary. 


MARCH 1934. 
Q. 1. ORIENTAL STUDIES, 


Sanskrit 


سس 


First Second : 


Candidates | Passes | = 2 
: à y 


No. of 
Institutiona 


=o . 
| School Examinations 


Candidates 


Madras ue кер den 9 
Bengal ess За e OE «4 1,400 
United Provinces... oe 638 a 
Punjab. .. ae 255 ai 1 ыс 
Bihar and Orissa... Ба ES - 658 2,111 


Assam vs IER AEN ыз 
North-West Frontier Provinces 


INDIA 2,781 * 3,637 


d 1,267 2 fe c 
Aue PRA 


Ў ENDE à 


gra a. 
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2. 
PROCEEDINGS OF THE DIRECTOR OF PUBLIC INSTRUCTION. 
кез 
Dis. Мо. 946 of 93, dated 28th February 1923. 
чғеж 


SUBJECT :— Travelling allowance — Tour — Subordinates in inferior service — G. O. 
Mis. 145. dated 9th February 1923 — regarding daily allowance of — communicated. 
READ the following papers :— I 


G. O. Mis. No. 145, Finance, dated 9th February 1923. 
READ the following papers :— 
G. O. No. 739, Finance, dated Ist September 1922. 
From the Accountant-General, No. Н. A. D./1-2-149, dated 20th December 1922. 
ORDER—Mis. No. 145, Finance, dated 9th February 1923. i 
_ _ The following corrections to the Madras Travelling Allowance Rules published with 
О. No. 730, Finance, dated 1st September 1922 will be issued :— е 
Annexure—FOR the existing entry under column 2 (Daily Allowance) against "Grade 
” SUBSTITUTE “annus 4 ordinarily ; annas 6 for journey by rail outside the District in 
h their head-quarters are situated ; annas 6 for the days halted and annas 12 for the days 
їп the train outside the Presidency." ~ 
(Ву order of the Governor іп Council) 
E. S. Lloyd, 
Acting Secretary to Government. 


Copy communicated to all Officers corresponding with the Director of Public Instruction. 


Н. F. Saunders, 
for Director of Public Instruction. 


MARCH 1935. 


. 1. Account Sales of 60 chests of Tea received per S. S. ‘VICTORIA’ % 
AGADISH & CO., Calcutta. А i d 


ыы. 


Ез. Аз. Р. 


ЗІ No of | Particulars. 
` |chests. 


40 | Orange Pekoe 5,820 tb. 6,975 
20 Diamond Select 2,360 1b 


9815 0 0 
Less Charges. 
Freight . A A E - 105 0 
| Insurance B i ror 95 8 0 
. Bort Dies ww. a 42 4 0 
Cartage. . E i 15 19 ( 
| Rent . ; ‘ ; 1 96 0 
Commission @ 27 196 5 | 
٤ ——-————| 51919 0 
Net Proceeds | ` 9,04 3 0 


= ا‎ _ M ——XU | 
Ы Thomas & Co. 


QUESTION PAPERS. 


Q. 2. 


PENINSULAR AND ORIENTAL STEAM NAVIGATION COMPAN . 
(Incorporated in England.) 


ہے 


Sailings from BOMBAY. 
For RANGOON via Coast Ports. 
“WILLING DON’ about 16th September at 5 РМ. 


— 


For CAPE TOWN Direct. 
‘GLORY’ about 15th September at 4 Р.М. 


-—— 


For LONDON via Aden and Suez Canal. 
‘MANORAMA about 14th September—'CULNA' 
about 12th September. 


Q. 3. А 
IRRIGATED AREA IN BRITISH INDIA, 1903-4 
Source of sation State Works. |Private Works. Total. 
Acres. Acres. Acres. 
Wells м Я : A 12,895.000 12,895,000 
Canals . : 4 15,644,009 ; 1,235,000 16,879,000 
Tanks | | 2,944,000 | 5,194,000 | 8138000 
Other sources . 3 6.186,000 ‚186, 
| 18,503,000 25,510,000 44,098,000 
LOWER GRADE STATEMENTS. 
Q. 1: APRIL 1935. 


Quantity of cotton pressed in the Madras Presidency for the week ending 13th June 1930. 


Number of bales pressed. 


Variety of cotton. 


ing week last year. 


During the week. |During the correspond-| Since 1e Pourua | xx 


Tinnevellies 6,675 55,761 
Salems | 594 2,142 
Cambodia T" 3,893 43,140 
Northerns and Westerns 5,054 71,227 
Cocanadas sd 1,923 | 20,681 
Outside cotton Nil. | Nil. 
Total 18,139 193,551 - 
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MODERN TYPEWRITING. 


Oa CARDIGAN STREET, 


K. SIVASAMUDRAM, Esq., KUMBAKONAM, 
Ranipet. Tih April 1933. 


BOUGHT OF SIMHACHALAM AND DRONACHALAM. 
House furnishers and dealers in crockery, etc. 


TERMS :—All goods are charged at cash rates only, and accounts should be paid before 
зе end of the month following that of supply :— 


Rs. А. Р | Rs. А. P 
3/40315 4 Vanity cases. 22 m. 24 8 0 | 
' 5 Cushions... 555 vd 18 19 0 | 
: 17 Dressing cases si 5 985 0 0 978 4 0 
17/2490 | 1 Box Cutta bath soap ... ái 3 12 Ü 
3 Boxes Dumferline bath soap se 18 6 0-1 
| 7 Boxes Violet de luxe ... af) dep Ора ПИ 
| ا سدس سا‎ 
6/48910 ; 2 Scent bottles with silver top -4 89 4 0 
; 5 Salt bottles with mounted top sp ӨТ 8 0 169 12 0 
: | | — 
| | | 1.185 4 0 
БЕ ЕЕЕ аа 
_ Е. &.0. Е. AUGUSTS, 
| Deputy Accountant. 
al OCTOBER 1933. 
ers Mormugao-Masulipatam (Metre Gauge). 
0.14 | No 74 ү № No. 64 
Stations. Hubli Hubli Sholapur Sholapur 
passenger | passenger mixed mixed 
| 2 1, 2, 3 class. 1, 2. 3 class. /1,.2, 3 class.| 1.2, 3 class. 
Bangalore (P 69) : 19 0 | 8 10 1 57 | 13 0 
| Poona (Р 65)  ... 1735 ' 8 30 | 3.0! 15 13 
| Hubli R. L ... 22 19 20 9 0 | 3 30 
Kusugal  ... Sia v 19 41 9 18 3 59 K ^ 
| Dundur ier 19 58 932 : 4 22 16 16 
Annigeri ... E се 20 39 9 59 5 10 16 52 
IHalkoti  ... ET 30 54 10 16 5 45 17 14 
| Gadag E 21 20 10 36 6 20 17 40 
ab we | 18 0 


* Money Market. 


Madras. August 15th, 19 2. E 6 A 

Re, 69-10 ВА ВОО ECC 

far. z с. е 3 а 8 Бат to „Б. a бані Н = 
(00, Rs. 125 paid — . at Rs. 300, este? ы 


8475 E 


QUESTION PAPERS. 


Q. 2. Contd. Exchange. 4 
Bank telegraphic transfer : ғ : 1/6 
Bank demand . y 
Japan Banks buying 60 days D. Р: Nominal per 
100 yen. . Я Nominal . 
Japan Banks selling demand draft or Ts T. . . Rs. 90 per 10) yen. 
Bank гае . 5 31 per cent. 
Bombay; August 15th, 1932. 
Bank telegraphic transfer с 3 12985 31/334. 
Demand Bank Bills . à : ; 1s. 5 31/32d. 
Thrse months credit . : 5 % 13,6 3/324. 


Call money 1% per cent borrowers 
Other т — 
и 


ROBINSON & CO., 
Agents. 


JANUARY 1931. 
Q. 1. 


The following is the Profitjand Loss Account for the усаг ended 31st December, 1933, of 
a Limited Company engaged in a retail trade— 


Rs. : 

To Directors’ Fees . : : 1,000 | By Gross Proft ‘ . 15,493 

„ salaries and Wages E E 2,875 | ,, Dividends from investments А 

„ Rent and Rates š : Е 849 | ,, Profit on Sale of investments 5 105 
, Office Expenses ; : 5 598 
» Discount . : қ 2 216 
„ Advertising . Е ; 797 
» Legal Expenses . 4 : 169 
. Bad Debts written off " ; 319 
, Bad Debt Reserve . : 4 500 
„ Іпсоте-Тах ; 5 : 748 
„ Depreciation К 285 
» Preliminary Expenses written off. . 310 
» Net Profit : 1.314 

Total .. 2 838 - Total ... 15,888 


Inquiry elicits the information that— 
(а) Otfice Expenses, Rs. 593, includes Rs. 25 Charitable Donations. 


(b) Of the Advertising expenditure, Rs. 200 represents an amount written off the cost 
of an illuminated sign, the balance being for the insertion of {CO VEnEISe MINES in news-papers and 
periodicals. 


(c) The Legal Expenses are made up as follows :— 


Rs. 
Ее purchase of a lease ... E Puce pc 
Re alterations to the Company’ 8 Articles of Association 42 
Debt Collecting BEF та "ENS 
| Total .. 109 
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Q. 2. 
s ~ Mean daily meteorological results for the 24 hours ending at 8 a.m. on December, 
Atmospheric pressure (Reduced to m Е., sea laval and gravity) ... 29904 
Temperature of air 45 5 


Temperature of evaporation 55% aoe 75% .. 722 
Percentage of humidity . Xx s есі .. 85 
Maximum temperature іп shade .. ass 25 ... 83:4 
Minimum іп shade = see bee exe .. 685 
Minimum in grass 2% seb 55% aa ... 679 
Daily velocity of wind іп miles... 53 E .. 180 
Depth of rain in inches ... aes co wee xo Nil. 
Rain since January (ШЕ -— ay 25% .. 40:16 
Percentage of cloudy sky ‘ vs. ve .. 40 

- Hours of bright sunshine з awa a ... 101 
General weather ` ... et 5% SE ... Passing clouds. 

APRIL 1934. 
Q. 1. 


$ The following is the Income and Expenditure Account for the year ending 31st March 
\ 1933 of а school for defectives :— 


/ , 
Rs. : 
To Boarding expenses 25% .. 2,304 Ву Gontributions = 
, Building upkeep Dc gay Қал 330 4 Profit on sale of manufactured articles 974 
„ Insurance ... S .. 9933 „ Interest on endowments .. ... 16,166 
, Lighting ы 25 M" 29 » Rent m M Ke 
„ Medical aid ... ise d „ Fees ies Ree X 389 
ss 4 Legal and audit expenses sus 
, Salaries and wages сеа 218; 5? 
Бе ‚ Postag e 46 
р Кеше and cooking utensils upkeep 49 
ji ” Travelling expenses "à 82 
, Depreciation оп раан. ... 1,916 
„ Depreciation on fixtures .. 598 236 
, Provident Fund E e. 589 
y Bandiy expenses s 45 
Total ... 19,983 Total ... 19,983 
Q. 2. 
Invoice No. 146. 
В, RAM & Co., 3/338, Mannar Road, 
Dealers in cycles and motor Rajahmundry, 
mm accessories. 15th February 1932. 
M. A. PASS, Esq., 
Cocanada. 
Date Folio Partioul 
gem number. ars. Amount. 
DI ا‎ Meme 
: ' R8. A. P. 
6 1—1—1932 ... 365 Overhauling and cleaning two oyoles 44% 5 0 
As 5 2 .. 906 Two Dunlop Tyres Rm T avs 8 00 
нса 3-1-1933 ... 367 Two Dunlop Tubes баз = eis 4 8 0 
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QUESTION PAPERS. 


Q. 2. Contd. 
4—1—1932 .. 368 Two Rim tapes .. $ 2 = 090 
6—1—1932 ... 369 Опе back wheel complete Е ebd 412 0 
” Ж 370 Опе веб В. 8. А. pattern axle and cups 55 14% 
" ss o 971 One bell yes o V 21099 
5- = 372 Four brake rubbers 55 xs а 080 
" s 979 One pair grips ... NS 22 b 080 
9:90 
Rupees twenty-seven and annas nine only. 
C. s 
E. & O. E. Manager. 
JULY 1934. 
Q. 1. 
Balance Sheet of J. Wood & Co., as at 31st December 1933. 
Liabilities and Capital. Assets. 
Rs. Rs. Ба. $ 
Sundry Creditors — Bank age Ж 4 Хе, 
On Open Accounts .. 1,986 Sundry Debtors ees 3705 
On Bills Payable .. 1,100 Stock-in-Trade .. 25, 3,765 
Rent eae X 75 Office Furniture .. ae 200 
—— 3,161 | Machinery and Plant .. 4,300 
J. Wood—Ourrent Account ТАЎ 680 Less Depreciation axe 258 
Add Interest on Capital xc 300 ——— 4,042 
» Net Profit "T 764 
—— 1,744 
5. Wood—Current Account Xs 
Interest on Capital = 50 
Add Salary exe 300 
„ Net Profit дег 139 
482 Е 
Less Debit Balance zy 362 Ie 
J. Wood—Capital Account .. 6,000 
S. Wood—Capital Account ... 1,000 
----- 7,000 
19,025 12.085. 


—— — лы 5 
——— — 


Up to the end of 1928, J. Wood, senior, was the sole proprietor of the business, but dy the 
beginning of January 1929, his son, S. Wood, was admitted as a junior partner. The latter had r 
eapital, but his father agreed that Rs. 1,000 should be transferred from his Capital Account to that 
of his son as at Ist January 1929. S. Wood to receive a salary of Rs. 300 per annum and quas ird 
of any profit over Rs. 500. | 
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MODERN- TYPEWRITING. 


Q. 2. 


It is important to distinguish between capital and revenue expenditure because, if a 
revenue exnenditure is capitalized, the assets in the Balance Sheet are being inflated beyond their 
true value, and the profit is being over-stated; whilst. if capital expenditure is treated as revenue 
expenditure, the profits are under-stated and the assets in the Balance Sheet are shown at below 


: their value. 
p ` The discrimination required is as follows :— 
a : Capital Expenditure Revenue Expenditure. 
E. Repairs to leaseholds. 
a i (а) Purchase of leasehold premises ... 4 Depreciation of leaseholds. 
D Ground-rent. | 
(b) Installation of heating and ventilating Annual charge for maintenance. 
` apparatus. i a - 
(c) Purchase of additional furniture : E A : 


® ciation th n 
(d) Purchase of patentrights ... ae енг feos ы 


OCTOBER 1934. 
1. Typewrite the following:— 


; Тһе population of Cape Colony was made up as follows at the time of census of 
April 1904: — 


i | E ' Number of 
Race. ——————— 
| Males. . | Females. Both sexes. 
European or white T 2 318,540 | 261,200 579,740: 
Malay | e ss ss 7,980 7,800 15,680 
. Hottentot .. is a 47,030 44,230 91,260 
. Finmgo xx ut к 147,290 163,430 310,720 
Kafir and Bechnana p = 545,440 568,630 1,14.070 
Mixed and other (a) a 152,760 145.570 298,330 
Total ..| 1218.940. 1190460 |’ 2409800 


P fa) Included 8,490 Indians and 1,380 Chinese. 
RT Q. 2. 


3 An estimate by E. Loze of the world’s coal area unworked in 1991 gave the following 


SQ. MILES. SQ. MILES. 

P .. 939,500 | Japan с is 5,000 
wis .. 200,000 France sire oon 2,900. 
D ... — . 65,000 Austria-Hungary  ... sz. 1800 | 
ў aks 39,000 | Germany - o 110) 
... 9400 | Belgium ` Ms m 900 
.. 20,000 © SAUCE. 


605,500 


| 2 
| : 
QUESTION PAPERS, 7A 
| 2 
1 5 
ы JANUARY 1935. 8 
Crops grown in acres sown in 1930—31. 
Province. | Rice. Wheat. | Barley. | Millet. | Мей 
IDONEA ш d e 
Bengal E 5 
vse mm 21,907 194 
a y e 26 1.897 1,569 
Madras x. : 1922 432 
m i6 "| SEES 34 
ihar an rissa d Б Dp со 
United Provinces іы а 


Note:—A dd 000 to all figures. 


Q. II. 
D Trial Balance of Messrs. Gopal Narayan & Co., Tekur. 
Қ r. S. Cr. р 

Gopal's drawings do 1128 Сора!5 capital oes 
Buildings - 1482 Sales ews 
Purchases © 2,990 Debentures and reserve 
Stock Ist January а 928 Purchases Returns 
Sales Returns Т 196 Loan from Bank 
Debtors : 1060 Bills Payable 
Trade Expenses а 1,568 ) 
Cash at Bank T 984 
Wages and Salaries des 1,196 
Rent, Rates and Taxes 930 

| Total 10,928 Total ... 10,908 

Q. 1. DECEMBER 1927. 


The number of visitors to the Government Museum during the month of August 1927 „аз 


as follows :— 724 
atural History and Art ia A 

Archaeological section СЫ ОИ >: 

Week days. | Sundays |Week days. | Sundays. _ 


1.556 518 ` 1,169 379 
138 2 in 


Signatures made in 


English 
Telugu 
Hindustani 
Tamil 
Marathi 
Nagari 
Gujarati 
Kanarese 
Chinese 
Singalese ' 
Malayalam 
Bengali 


^ 
5 
У 


Total ... 


Govt. Museum, Egmore, Madras, | Acting Superintendent 


% [3th September 1927. 
E 
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MODERN TYPEWRITING. 


Q. 2. : i 
PRICE LIST OF THE “PENKRIDGE” CABINET. 
Fitted with “Unity” Quality А1 Spoons and Forks, and Best Sheffield Steel Cutlery. 
Contents. Containing fifty pieces. 
3 Pieces carvers If with old English or rat-tail 
6 Table knives spoons and forks and African £ s. d 
6 Cheese knives ivory handled cutlery ord 17 lu 0 
6 Table forks 
4 Table spoons As above, but with Xylenite 
6 Soup spoons handled cutlery aes 13 5 0 
6 Dessert forks 
6 Dessert spoons If with fancy pattern spoons and 
6 Tea spoons forks, and African ivory handled 
1 pr. sugar tongs cutlery a 18 10 0 
| 50 pieces As above, but with Xylonite 
handled cutlery 14 5 0 


Prices in sterling silver on application. hs 
: APRIL 1928. 


Q. 

Subsidiary statement showing the transactions of the Special P ident F 

Department for the year 1926—1977. penal Provident Fund of she mom 
[G. O. Mis. No. 247. Finance (Marine) dated 28th April 1927.] 


(i) Opening Ъайапсе aang "S E 
(ii) Credits during the year:— i 9 
(1) Subscriptions including repayments against Rs. A. P. 

13. 


advances drawn from the Fund 994 0 O0 

(2) Interest credited to the Subscribers accounts 4,253 13 0 
-------- 18,247 13 0 

Total ... 8 .604 
(iii) Debits during the year :— 89/6041 0 
E Payments on account of closure of accounts and advances 

p made from the Fund se = 1,450 8 0 
32 (iv) Closing balance wee 4 88,153 14 0 


Ttems (i) and (iv) are merged in the general Opening and Closing balances of the Minor Ports Fund. 
H. A. WATSON, 


Secretary 10 Government. 


Q 2. 
|. Area Cultivated and Uncultivated in 1999—93 in each Province. 


Deduct Net Area. 
Indian States. According to | According to 
survey. village papers. 


Area accord- 
ES to survey. 


Province. 
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0:15904 
4/0 0-400 0:19566 
3/0 0:360 0:10179 
9/0 0:330 0708553 
| m { 
5 | 0:265 005515 | 
3 | 0:245 004714 
7. ШЕҢ 
р 0:190 002835 — 
ерт | 155 


QUESTION PAPERS. 


DECEMBER 1930. 5 


0.1. 
Ploughs for Bullock Draught. 
Specially designed to meet Indian requirements. Ра 
Name of plough. Descrijtion. | mE $ 
i | Rs. A. P 
Climax plough ...| Hor small cattle. Of simple construction made of 
| iron with spare of durable steel, a round jungle 
, Stick will serve the purpose of a beam xs 114 0 
Pipe plough ... ...| For ordinary cattle. Does three times the work 
of ordinary native wooden plough. Made of iron 
with share, mould board and blade of steel 16 0 0 


Cotton-soil plough ...| Beam and body of soiid forged steel т two sizes | 
p af great strength and durability s No. 1. ! 93 0 0 
: No. 2.| 73 6 0 

| 

SET ea ЕР” НТА жи 5 

| 

із! B.S. plough . | For general ploughing of medium depth, рег j 

Special PROP medium eattle beam of forged steel. Body of; | 
cast iron: wearing parts of steel sse] 40 0 0 

! 


THE AGRICULTURAL MACHINERY COMPANY, 


ENGINEERS. 
Salem. 
. 2. 
8 TABLE LXVII. 
American. iron and steel wire gauge sizes, creas and weight of steel wire. | 
i Diameter іп decimals Î Area of section in deci-| Weight of 1 foot in | 
Number by wire gauge. of inch. mals of square inch. decimals of 17b. _ 


MODERN TYPEWRITING. 


APRIL 1931. 
Q. 1. 


Statement showing the number of European and Indian Judicial officers of each grade exercising 
appellate or original jurisdiction in the Province of Madras for the year 1921. 


Original powers. Appeal powers. ' | Grand Total. 


— 


Tribunals. 


European. 
Indian inclu- 
ding Eurasian. 
European. 
Indian inclu- 


European. 
Indian inclu- 
ding Eurasian. 


со 
ee) ү сыш, 


Total. 


E 
ws 
сл нь 
T 
a 
со 
Гах 
сә 


High Court E 4 | 
District and Sessions Judges 15 23 38 15 1 30 15 93 38% 
Presidency Magistrates ЕТТ 3 4 es 1 3 4 
Collectors and District Magis- 

trates su. 90 9 | 31 22 9 31 22 9 31 
onal Officers апа 

agistrates: .. a 148 33 1 

Special Benches and other paid 132248 

Magistrates "S 1 742 | 749 

Total 896 | 982 - 


* Including five additional and eight Assistant Sessions Judges. 
APRIL 1932. 


Q. 1. 
Differences іт checking of the Share Outstanding puge-war to tals for the second half-year. 1929. 


Ditference. 
Amount as per ido. | 
L.L.F. ledger. Correct figure. | ) Plus. | Minus. 
Rs. АР Ез. А ) 
14 1,153 9 0: 1353 9 The schedule was again 
67 504 3 563 12 checked itemwar and 
99 Ü 3 the difference now is 


only Rs. 4-14-6 


Е 


Acc. No 
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I." عا قلي ع3‎ blowing, rawis 


“ель Caving out he MES. 


Capa. Typing from Manuscripts. = 
(ret 
V—————V 
In preparing for an Jixamination you should have 


D 


bte / practice in typing from Manuscript copies. First: 
АС / Xook-carefully at the mansoript апа do not eonmenco— reg 


2) untilf you hav¢ f dekided in € hat Фош the / к. 


fintehed-copy will take. / Cow 0). 


t / It may be dificult to gauge just how much space 


it will require so as to be accommodated \tastefully Ак. қ 


on the page. but if you ascertain how many lines 


can be typed on a page and how many lines your ma- 


пизсгір сору will require, you can determine the 
arrangements accurately anà fairly. А fools фар 
Ju / page will take about/2¢/lines and a quarto page about 
+ ; | &wenbp-feus. lines in double spacing. (ре not begin а 
4 manuscript copy іп а hurry поглиаз%е time in thinking 
о / tho long about ita nie amelie typing 
Срј from badly written manuscript із: ''never type nofi sense. 94 
It is better to leave blanks than insert rubbish. 
o\ Carne A-02K е Y 
of the papers and polum ВГ to а — word, y u 
SAR will decipher it ei-emes. The students who regard | 


N.P 


. EJ cA | 
the practice of deciphering аз superflgous are those 


who awell the lists of failures year by ye 
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Caha Williamgon turner & Co., (Export) Ltd.—? 
3 Вла 5. E 


D/S 


12th July, 1931." 


We have just acquired өнә ап extremely valuable 29: 
2] addifion to our range of stationery lines and are now |е. 
2 іп а position to әғғаняе offer you the Tabeblotter, for 

which we have the world selling rights. / This automatic 2 с 
tJ bloter is an entirely Куа production, and jis the most % 


AAN, 
perfect article of its ki зале вев%. JF 
Da 


Imitation leather cóvered Q 7/6 each f.o.b. _ 
Art model @ 10/6 each f.o.b. and are subject toY33 1/3 “о 
2 percent and 10% to the stationer | 


4 We attach bassza descriptive leafletíand we hope you will 


give us your permisson to send yougas а trial order 3 
(one or two blotter) but it is really necessary to see the 
blotter tò realise the excellence of this line 


м? ` Your customers without doubt if approved by your зелеви /е 
| 4) would find many benefits advantages gained through the 


use of our product and you in turn,add another profit 


` . making item to your line. 


Yours fai tnfully, 


To -. 
Ihe Bra Enterprising Com | 
`Ров% Вох Хо. 42, aoe 
MADRAS. 


: к алу озодона Мн tete = i {Т минет s T 


^ . 
% 


Exe Ве. №1! 


[taimed -ыгуз1е45Ф ight metneds axe 


anuseribh E етс рес: 


— «e» © = ہے‎ 


| Ty prunte the Fo llonni кыы: ER 
| барар.) am к-г obhv ei ations 


E Еа Tais- Spellings ek. :— 


— THE Море RN Typis :- 
йе X odo ACTS- Ih cie has б (re Co dne ke d. mM The 
Mo dern fice vs complex. Тһе aakistactory perfor 
of ik im Commection èth lay ӘҢНсел Calls Tov depoxk- 


| пуче nb odo la vv , amd өзе of the de arimena 46 Аба ра, 
iby typo y tn Shovxb е релт оо АА preaned mne 


‘The Aerazice of Тіод4еу-л Би ауел. Ал, webs оло - 
meso eje, [оле ox small and a4 ordinary bus- 
merr Б-до. Camm бб be Ares AA фу loy Схууа Аб еді, "wv | | 
leso they оле, енсе, akotted, tk Follo that фе. 
modern Туре shd "be a Competent ey. Sn addi 
Tom lo The mainlenamoe of болтах amd, S poa А, he has to beay | 
minds The Style om реча ветот 4 saksfac loy леу А але te 

Le obtained, 

ears 949 ashen the bab tm the pica was an Филол, nako- 


ece уы Гу, ће asoy 2585 die in an umselentyie marme, Ae esas 


« Aoc e because his im- 
о, At kb | bis b amd ten pas tively & Slo» ер зд» : 
Ac. del bee hmeque. made ЧЕ фрез Бе Por hem t зе | 
аа acenvalel y: То-дзулке уг е, ол. Shf be a bauch pete) | 
PUE : tonbovybamce $} aceuvat amd Speedy m 

couch type ig mindhak of The ф 9 7 ue 
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127 hem Penmanship 272$ ола оой” 

kestes is The "folio Ant Гхін baton (Әу The 
eyo. осой атир ShS.nob- osentosts the eyamples о 

Medieval Penmanship . DeamtePully «Кае #55. 


Eu ЛЕ appeal totvescstib| Е bb. 
уж A 
"^ mela тесе the skill ar Ish, pos ау 


QA tons cleléexAds л. = 
ЫЙ е D E de — fermen, 
The Cane eyþended бу Abacimg bitiween Yin 
Eco ее um ( аз ќе | elon 4 
Sherk Ре a sakiafa me, Anam e» 3» ah, ға y 
ед, ЛТ. 
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THE NEW i 


TYPEWRITER 


With TOUCH. рии + the greatest advance in Typewriter Design---fer many years! 
EXCLUSIVE FEATURES: 


1. TOUCH CONTROL. 5, FINGER COMFORT KEYS. 

2. IMPROVED SHIFT FREEDOM. 6, INCREASED DUST PROTECTION. 

3. MUTED ACTION. 7. ACCELERATING TYPE BAR ACTION. 
4. MINIMISED EYE STRAIN. · 8. CARRIAGE RAILS- BALL BEARING. 


Altogether Seventeen new and exclusive 
features have been incorporated in this 
new Royal--io minimize effort, to reduce 
service costs to a minimum--and above all 
{о produce neater and more accurate 
letters. Yet the price remains unchanged. 


“FROM EVERY ANGLE THE 
WORLD'S FINEST WRITING 
MACHINE, 


(APPROVED & USED EXTENSIVELY BY MADRAS GOVT.) 


A Rotary Machine at little more than the price of a flat Duplicator for Schools, Merchants, Clubs, Institutes, 
Local Boards, & etc. 


10 YEARS GUARANTEE 


Вее нар This machine is supplied for these who have but а moderate amount 

. work to turn out. It is extremely simple, and is particularly 
well-suited to the needs ef Schools, 
Clubs, Merchants and so on, It is not 
intended for use by the larger business 
houses whose requirements are better met 
by the standard models capable of long 
runs at high speed. Nevertheless it fills a 
need which would otherwise have to be 
ЕЙ met by the infinitely slower, troublesome’ 
and messy flat box Duplicator, and ata 
` price which, by comparison with its а4- 
vantages, renders it a very much bettec 
investmen. 


ASK FOR A DEMONSTRATION. 


AUMSON Я Со. Ltd, MADRAS. € BRANCH A 
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(КОО FIRST NEWS OF A 21 
SILENT REVOLUTION | 
_IN TYPEWRITING | 


"The designers of the SILENT L C Smith did nof trade efficiency с Ex 
for silence. АП of the famous Smith features have been retained— 
easy, natural action; ball-bearing typebars; interchangeable platén; 
type-segment shift for writing capitals Half spacing. The SILENT 
SMITH does everything a typewriter is supposed to do— 
SILENTLY. 
You will want to,see this marvel of typewriter construction. - 
Phone for free demonstration and allowance on old machine of-any 


55% 


Sst LC Smith 


To + * ' PHONE: 3375 
. The e & Office А polance (India) Co. Ltd., 


16, MOOR STREET, P.B. 277, 


' А 44 3 v 3 < + ‚ 
- СС-0. Jangamwadi Math Collection. Digitized Бу eGangotri MADRAS. | 


o 


«ле 


Se mm 
S zn m TERR а чы, s 
. 


ЖА, 
E leit Oe 


ЖЫҒА 


